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Thin “PHOTO-WRIT” W cuts filing 





If you are still filing photocopies on.-heavy conventional papers, extra-thin 
Du Pont Photo-Writ® photocopy paper can reduce your filing space by 
more than half. The proof is in the picture . . . 1000 sheets of “Photo-Writ” 
W (left) make a pile just 3 inches high, while 1000 sheets of conventional 
paper (right) are more than twice as bulky! 

For more information on space-saving “Photo-Writ,” mail the coupon 
below for the free booklet “Du Pont Photographic Reproduction Papers.” 
It contains “how-to-do-it” data on all Du Pont photocopy products. E. I. 
du Pont de Nemours & Co. (Inc.), Wilmington 98, Delaware. In Canada: 
Du Pont Company of Canada Limited, Montreal. 


puronr “PHOTO-WRIT” W 


REC. U. 5. PAT. OFF 
BETTER THINGS FOR BETTER LIVING... THROUGH CHEMISTRY 


(Circle 865 for more information) 





space by 60% 


E. I. du Pont de Nemours & Co. (Inc.) 
Room 2498 Nemours Building 
Wilmington 98, Delaware 


[_] Please send me the free Du Pont booklet 
“Du Pont Photographic Reproduction Papers” 


CL] Please have your technical representative call. 
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An ARNOT dealer can bring a 
cre fenaog Heaton New Way of Life to your office with PARTITION-ettes*}, Modular 
Furniture and desks, and OFFICE-ettesTf, all products of 





FREE 


—an unusual, colorful 


brochure showing 
installations and indexing san ueeiea ao —— _ 
the components of the AETNA STEEL PRODUCTS CORPORATION 
Amol moduler system ARNOT-JAMESTOWN DIVISION 


oh Yous ar ee pas 4 730 Fifth Avenue, New York 19, N. Y, 
rite: 


Manufactured in Canada at Port Credit, Ontario 
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AT STEPHANO BROTHERS 
—makers of quality cigarettes — 
cleanliness starts with cotton 





Stephano Brothers uses Fairfax Towels 
8 ipplied by the Jenkins Towel Service, Inc., 
Philade [ph ia, Pa. 


e For over half a century Stephano Brothers has regarded the blending of 
quality cigarettes as an art. They point with pride to fine brands such as 
Rameses and Marvels. And where delicate skills are involved, morale is most 
important. 

Quite naturally, in Stephano’s Philadelphia plant, all washrooms use only 
cotton toweling. Employees like its softness and absorbency. They appreciate 
its “at-home” quality. For its part, Stephano management finds continuous 
cotton toweling helps eliminate wastage. It means uncluttered washrooms, 
fewer plumbing repairs. No inventory headaches. It adds up to day-to-day 
economy. 

Pride and profit inevitably point to clean cotton towels— from office build- 
ings to plants to institutions. A free booklet explaining cotton towel service 
is yours on request. Write: Fairfax, Dept. G,65 Worth St., N. Y. 13, N. Y. 


“ 


Here’s How Linen Supply Works... 


You buy nothing! Your linen supply dealer furnishes 
everything at low service cost—cabinets, pickup and 
delivery,automatic supply of freshly laundered towels 
and uniforms. Quantities can be increased or decreased 
on short notice. Just look up LINEN SUPPLY or 
TOWEL SUPPLY in your classified telephone book. 


Clean Cotton Towels... 
Sure Sign of Good Management 





Farrtax:-lowels 


A PRODUCT OF WEST POINT MANUFACTURING CO. 
WELLINGTON SEARS CO., SELLING AGENTS, 65 WORTH STREET, NEW YORK 13 


(Circle 893 for more information) 
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ELECTRONIC BRIEFS WORTH REPEATING 


Case study in automation 


A case study of production control 


through electronic data processing, 


written by an electronic data sys- 
tems engineer to give business man- 
agement a better picture of the use 
of electronic systems, is available 
from the Office of Technical Sery 
ices, U. S. Dept. of Commerce. 

Prepared under Office of Naval 
Research contract especially fon 
management, the report requires 
no previous knowledge of elec 
tronic computers on the part of the 
reader; rather, it describes and il 
lustrates through the case study the 
types of clerical operations which 
these machines can be expected to 
perform. The study was completed 
in May 1954. 

The report considers some of the 
major principles involved in ap 
plying these new machines to busi 
ness operations; then, to illustrate 
the application of these principles, 
it describes an in-plant research 
study, made at a medium-size man- 
ufacturing plant, and the ele 
tronic data processing system which 
was prepared to meet the produc 
tion control requirements of this 
plant. There’s also a section on esti- 
mated costs, deliveries, and savings. 

PB 111580, Production Control 
Through Electronic Data Process- 
ing: A Case Study, 52 pages, may be 
obtained from OTS, U. S. Depart- 
ment of Commerce, Washington 
25, D. C., for $1.50. 
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Automatic check handling 


An automatic bank bookkeeping sys- 
tem designed to bring a high degree 
of automation to the task of proc- 
essing the tremendous volume of 
checks in commercial and personal 
checking accounts, was announced 
today jointly by Burroughs Corpora- 


tion of Detroit, The Todd Company, 
Inc. of Rochester, and Addressograph- 
Multigraph Corporation of Cleveland. 

The new system, units of which 
have already been developed experi- 
mentally and tested, and are ready 
for initial field testing, contemplates 
the use of an invisible code placed 
on paper checks as a by-product of 
other necessary printing. Thus, cod- 
ing is done at little or no additional 
cost and will identify both the de- 
positor and the bank on which the 
check is drawn. Since the system has 
been adapted to the use of paper 
checks, there need be no change in 
customers’ check writing habits. 

Devices for automatically reading 
this code will make it possible to 
sort checks automatically. Thus, with 
the new system, banks will be able to 
sort their own checks by customers 
with a much greater degree of 
speed and efficiency than has been 
possible up to now. 

It is anticipated, also, that it will 
be possible to code the amount on 
the checks as an automatic by- 
product of necessary proving opera- 
tions in the bank. With this technique, 
amounts will be read automatically, 
thus achieving an even higher de- 
gree of automation. It is contem- 
plated that bank bookkeeping sys- 
tems employing these basic princi- 
ples will be formulated to cover the 
full range of banking operations. 
Relatively simple methods of auto- 
mation will be available to small 
banks and more complete, fully elec- 
tronic systems will be available to 
larger institutions where they are 
economically feasible. 

The first field testing of units of 
the new system will take place within 
the next six months and it will re- 
quire quite some time to perfect the 
over-all system. It is contemplated 
that the first applications will involve 
special checking accounts which are 
best suited to the field testing pro- 
cedures. Final production plans and 
equipment availability dates must 


methods 





await the results of these field tests. 
For more information, circle num- 


ber 988 on the Reader Service Card. 
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Punch card to EDPM 
At Ryan Aircraft in San Diego, 
California, in payroll preparation 
alone, costs have been reduced ap- 
proximately $12,000 per year since 
installation of the present comple- 
ment of punch card machines, in 
spite of their rental averaging $12,- 
000 per month. The #604 calcula- 
tor, which processes 6,000 payroll 
cards per hour from hours worked 
to gross pay less taxes, deductions, 
etc., replaced two older type punch 
card computers with capacities of 
700 to 1,000 cards per hour. 

Ryan is now considering, through 
research, the possibility of comple- 
menting their punch card equip- 
ment with electronic data process- 
ing equipment, where magnetic 
tape would replace the large card 
files now containing the payroll 
master file. On order are a type 884 
IBM typewriter tape punch, and 
also a type 650 electronic data 
processing machine. 


New digital computer 
Latest in the line of digital com- 
puters produced by Logistics Re- 
search Inc., Redondo Beach, Cali- 
fornia, and developed primarily for 
use by small commercial and tech- 
nical organizations with large com- 
putational requirements, the ALWAC 
Ill is now available from the Cali- 
fornia computer firm. 

Versatile, reliable, and simple to 
operate, the ALWAC Ill has many 
practical advantages over its pred- 
ecessors. With double the basic 
computing speeds of earlier ALWAC 
computers, the new machine has 
2,048 additional words available in 
the main memory. Fast access stor- 
age has been increased from 64 to 
128 words and provisions have been 
made for additional supplementary 
input-output equipment. Thirty addi- 
tional commands have been added 
to the already extensive list. 

For more information, circle num- 
ber 987 on the Reader Service Card. 
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A REMARKABLE OPPORTUNITY | 


FOR THE EXECUTIVE CONCERNED WITH 


THE REDUCTION OF OPERATING COSTS 


On October 10, a three-day exchange of management ideas will be held in Detroit 


under the auspices of the Systems and Procedures Association of America. 


You 


select only the subjects that interest you from thirty-six Seminars and Sessions. 


HIS WILL BE NO HIGHLY TECHNICAL con- 

ference at which cloistered technicians 

will “talk to themselves.” The Meeting 
is designed specifically for management 
participation. 

Typical of this practical approach is the 
unique method of programming. You can 
choose, from dozens of alternate Seminars 
and general sessions, the exact subjects of 
interest to you. You can attend three Semi- 
nars, or three days of general sessions, or a 
combination of both. 

Whatever you select, you will find every 
phase of the program engineered to provide 
down-to-earth help to business problems. 


THE GENERAL SESSIONS 


Specifically, here are the subjects to be 
covered in general sessions. Remember, you 
can attend as many as nine “workshops,” 
each guided by a top authority in the field: 


Y 


Human equation in organizational planning 

» Measuring office operation for incentives 

» Training personnel for electronic applica- 
tion to business problems 

» Basic concepts of operations research 

» Quality control in the office 

» Information handling with modern com- 
munication facilities 

» Techniques of the operations research team 

» Procedures for the procedure writer 

» Challenges to management in current elec- 
tronic developments 

» Cost reduction by records 

» Experience in installing a large scale elec- 

tronics computer 

The “job shred-out”: a management sim- 

plification procedure 

Getting the most out of manual methods 

and devices 

Some early experience indications of 


UNIVAC applied to business problems 


ma nagement 
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» For better communication ... try listening! 

» Yardsticks for punched card applications 

» Management improvement programs 

» Gathering facts to streamline procedures 

» A central intelligence program for man- 
agement 

» Application of statistics to business systems 


THE SEMINARS 


You have your choice of three Seminars: 


Eight of these Seminars will be held at 
industrial locations—actual “in-plant” studies 
at firms like Ford, General Motors, Argus 
Camera, Michigan Bell, etc! Registration 
will be very limited—only 22 executives in 
each group. Each Seminar will be led by 
an expert. Not a hodge-podge round-table 
discussion, each is a planned workshop de- 
signed to present, explore, and evaluate the 
newest techniques. 


>» Forms control 
» Organizing for an electronic survey 
» Organizing for operations research 
Work simplification 
» Application of electronic data 
To payroll 
To billing and accounting 
To production planning & material con- 
trol 
» Operations research applied to inventory 
management 
» Organization of a Systems & Procedures 
Department 
>» Operations research in production control 
Work measurement 
» Operations research applied to market re- 
search and distribution 
Conference leadership 
Integrated data processing 
Operations research applied to everyday 
manufacturing problems 
» Organizational planning 


Y 


THIS IS SPA 


Sponsored by the Systems and Procedures 
Association of America—The Systems and 
Procedures Association is a non-profit organ- 
ization of professional administrative and 
systems engineers dedicated to the common 
purpose of management improvement in busi- 
ness and industry. While membership in the 
Association is restricted to those actively 
engaged in administrative engineering, the 
Association is inviting all management to 
attend this conference as a practical con- 
tribution to business. 


For more information... 


Write 
Tisdale, Chairman, SPA Meeting, 
Hotel, 


31, Michigan, or circle number 900 


immediately to Mr. Dar 


Sheraton-Cadillac Detroit 
on the Reader Service Card for 
more information and registration 
blanks. Register now to assure at- 
tendance at Seminars of your choice. 
Only about 20% of the expected 
registrants can be accommodated at 
the industrial site Seminars. More- 
over, you will have full cancellation 
privilege until August 15 if you 


should have to change your plans. 
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convert 


RECEIVABLES 





If your business is tieing-up operating 
funds in receivables that could be 
converted into cash, it will pay you 
to investigate Heller Commercial 


Financing Plans. 


Through Walter E. Heller and Com- 
pany, your business can receive cash 
for receivables currently outstanding 
plus immediate cash at time of ship- 
ment for subsequent billings. You can 
ship and bill more by eliminating a 


major investment in these assets. 


The practical advantages of Heller 
funds and financing methods are 
obvious: 1) one fixed tax deductible 
charge based 2) on the cash you 
actually use for the time you use it, 


whether days, weeks or months; 3) no 


note Maturities tO Meet Or compensat- 
ing balances to maintain; 4) no par- 
ticipation in Ownership, management 
or profits; and 5) a continuously re- 
volving fund of cash that increases or 
decreases to exactly match your cur- 
rent operations without the need for 


negotiation or renewal. 


Heller funds and financial plans are 
best utilized by companies which can 
use from $50,000 to several million or 
whose sales volumes are in excess of 
$500,000 per year. Today Walter E. 
Heller and Company advances more 


than $600,000,000 annually to industry. 


Send today for a free copy of ‘‘Oper- 
ating Dollars’’ which illustrates the 
scope of Heller operations with actual 


case histories. 


ACCOUNTS RECEIVABLE FINANCING 


FACTORING » REDISCOUNTING 


INSTALLMENT FINANCING 


MACHINERY AND EQUIPMENT FUNDING 


INVENTORY LOANS 


wtll&R é 
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Illinois 





Walter E. Heller & Co. 


Dept. MM 
Bankers Building, 105 W. Adams St. * Chicago 90, 


New York Office: 10 East 40th Street * New York 16 


(Circle 894 for more information) 
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TEST YOURSELF 


on recent tax courf cases 


THE QUESTION 


May the Commissioner of Internal Revenue assess a 5060 fraud 
penalty after Taxpayer has voluntarily filed an amended return? 


THE 


In filing his individual 1945 income 
tax return, Taxpayer had failed to in 
clude income in the amount of $30, 
909. Upon learning that a customer of 
Taxpayer was being investigated by the 
Commissioner and was about to make 
full disclosure of unreported transac 
tions with Taxpayer, he immediately 
filed an amended income tax return 
reflecting the unreported income. ‘The 
Commissioner thereupon assessed ‘Tax- 
payer with a fraud penalty of 50°; of 


THE 


The facts clearly support the con- 
clusion that the taxpayer willfully and 
fraudulently, with intent to evade tax, 
failed to report his true and correct 
income for 1943 in his original return. 
Che court said that a taxpayer who has 
found that the Commissioner has dis 
covered his fraud may not quickly file 
an amended return and make payment 


of tax before a deficiency notice has 


FACTS 


the determined deficiency. “The Com- 
missioner considered the deficiency as 
the difference between the tax as com- 
puted on the original return by the 
taxpayer and the true tax liability as 
it was computed by the Internal 
Revenue Service. 

‘Taxpayer contended that the differ 
ence between the tax reported in the 
original return and the amended return 
doesn’t constitute a deficiency subject to 
the 50° 


» fraud penalty. Who is right? 


RULING 


been mailed to him, and thereby avoid 
the penalty of fraud. The fact that the 
tax liability has been discharged by the 
filing of an amended return and _ sub- 
sequent payment of the tax does not 
bar the Commissioner from assessing a 
fraud penalty of 50°% of the difference 
between the tax reported on the origi 
nal return and the true tax liability. 
(Aaron Hirschman, U.S. Tax Court). 





THE QUESTION 


Is the loss incurred by a taxpayer on the sale of bonds, pur- 
chased as security for a contract, deductible as a business expense, 


or is it a capital loss? 


THE FACTS 


The taxpayer in this case, Bagley & 
Sewall Company, a New York corpora- 





tion engaged in the manufacturing and 
sale of papermaking machinery, en- 


THE AUTHOR: Benjamin Newman is an attorney (member of the New York Bar) 
who specializes in tax matters, estate planning, and real estate. He is associated 
with the law firm of Koenig and Bachner, in New York. 
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HOW A NOTED 
TRAILER COMPANY 


CUT INVENTORY 
REPORT PREPARATION 
TIME 50% 


The problem of Fruehauf Trailer 
Company branches was to deter- 
mine quickly, by model, the loca- 
tion of used trailers in each of 71 
branches so that requests for mod- 
els unavailable in one branch could 
be filled from another. 


To solve the problem, inventory 
information is typed by each 
branch on forms pre-printed on 
Colitho Offset Duplicating Paper 
Plates and sent to the home office, 
where all plates are duplicated. The 
71 parts are collated and bound into 
books—one for each branch. 


Not only are long hours of copy- 
ing and proof-reading of individual 
reports saved, but also all chances 
of transcription errors are elimi- 
nated. Uniform, original looking 
copies—in perfect registration and 
in any amount desired—are ob- 
tained at a saving in production 
time of 50%. 

This case history demonstrates 
the economy and efficiency that 
countless businesses now enjoy 
through the use of Colitho Plates. 
We have a collection of these fac- 
tual stories which you will find 
packed with valuable ideas. Just 


{2)\7z, use the coupon and you'll 
es receive your copy of the 


Colitho Idea File promptly. 


+ 


te 


CARBON MFG. CO., Inc. 
497A Herb Hill Road, Glen Cove, N.Y. 


Okay, rush the Colitho Idea File. a 











-\ feblith./--------- 
THE ‘‘ONE-WRITE” WAY 

| TO RUN A BUSINESS 

7 Colitho Div., COLUMBIA RIBBON & 

| 

| 

| 

| 

| 

| 
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tered into a contract in 1946, for the 
manufacture and delivery of two paper- 
making machines at a cost of approxi- 
mately $1,800,000. A provision of the 
contract was that U.S. 214% Govern- 
ment bonds be deposited by Bagley & 
Sewall with a New York financial in- 
stitution, as security for the perform- 
ance of the contract. The bonds would 
be returned to Bagley & Sewall upon 
receipt of the last payment due under 
the contract. 

Taxpayer, Bagley & Sewall, borrowed 
money for purchase of bonds in the 
face value of $800,000. The bonds were 
sold a few days after completion of con- 
tract resulting in a loss of approxi- 
mately $15,000, which Taxpayer 
claimed as an ordinary and necessary 
business expense. 

The Commissioner claimed a de- 
ficiency in Taxpayer’s return on the 
ground that the above loss was a capital 
loss. It was the Commissioner’s conten- 
tion that the bonds constituted capital 
assets and that the loss resulting from 
their sale is to be treated as a capital 
loss. Who is right? 


THE RULING 


The Court (U.S. Court of Appeals 
for Second District, April 21, 1955) held 
that Taxpayer was not in the business 
of buying and selling securities and 
that the government bonds had been 
acquired solely to carry a set of condi- 
tions imposed by a business contract. 
It is clear, the court said, that no in- 
vestment was intended. The taxpayer's 
lack of surplus capital, the interest re- 
turn on bonds, the interest obligation 
of the loan made to buy bonds, and the 
almost immediate sale of the bonds 
when available to Taxpayer, made the 
finding in favor of the taxpayer neces- 
sary. Since the taxpayer purchased the 
bonds, not for investment, but as part 
of a business transaction it was proper, 
held the Court, to deduct the loss in- 
curred in the resale of the bonds as a 
business expense. 





THE QUESTION 


Is an individual required to 
produce books and records 
when summoned to do so by 
the Internal Revenue Service 
in the course of its income tax 








ired of your 
present letterhead’? 


Lester Beall, leading American graphic arts 
designer, has prepared a portfolio of new 
letterheads on Parsons cotton fiber paper. 
They’re in the ‘‘Letterhead Design 
Manual” written by Mr. Beall. 






There are no finer bond and writing papers than 
those made by Parsons. In this new portfolio are 
designs on L’Envoi, Old Hampden Bond, Par- 
sons Bond and Heritage Bond — from the most 
luxurious to the most economical of new cotton 
fiber papers. For your free copy of the “‘Letter- 
head Design Manual” write on your business or 
professional stationery to Parsons Paper Com- 
pany, Department 34, Holyoke, Massachusetts. 


© PPc 1955 


PARSONS PAPER 


Co MP AUN Y 
More than 100 Years at Holyoke, Massachusetts 
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"The Quiet Man’”’ 

















eep the eoffee-break in your contro! 


No revolver in sight—but 
he’s staging a hold-up, in terms 
of lost production time. This 
doesn’t have to be the case. 
Rudd-Melikian’s Kwik-Kafé 
system provides management with 
real control of the 


‘ 


‘coffee-break’’. 
and makes it build, not break 
down, worker efficiency. 


Employees take their ‘‘coffee- 





CREATORS OF 


8 


break” right in the office or plant, 
without leaving their work area, 
and lost time is cut to the mini- 
mum. Rudd-Melikian, Inc., leader 
in the field of ‘‘coffee-break”’ 
control, installs and services 
dependable dispensing machines 
that supply delicious Kwik-Kafé 
coffee and leading soft drinks ar 


no cost to management. 


RUDD-MELIKIAN, INC. 


AN INDUSTRY 


(Circle 887 for more information) 


There is a Rudd-Melikian dealer 
in most principal cities. Contact 
him, or write direct to us. 


You don’t have 5 
complete con- 
trol unless 

you have 

K wik-Kafé. 
------- 


Rudd-Melikian, Inc., 

1949 N. Howard St., Phila. 22, Pa. 

Gentlemen: 
Please show me how to control 
the ‘“coffee-break’” with R-M 
dispensers. Booklet MM 3. 
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examination of a third party? 


THE FACTS 


During an investigation by the In- 
ternal Revenue Service of the income 
tax liability of Mr. and Mrs. Clifford 
O. Boren, that government agency is- 
sued a summons directing Evelyn Hub- 
ner to appear before it and produce 
the books and records of the Hubner 
Building Company. The Borens had 
been involved in a series of business 
transactions with the Hubner Building 
Company—which was dissolved, at the 
time of the investigation, as a result of 
the death of Mr. Hubner. Mrs. Hubner 
did appear but refused to produce any 
records, Claiming, among other things, 
the protection of the Fifth Amend- 
ment, in that the records might result 
in self-incrimination. Was she required 
to produce them in an income tax ex- 


amination of a third party? 


THE RULING 


As a general rule, an individual need 
not give any testimony which may be a 
link in a chain of circumstances tending 
to self-incrimination. However, this rule 
must be qualified to exclude a “scheme 
of linkage’ which is incredible under 
the circumstances of the existing facts. 
Since Mrs. Hubner had had no busi- 
ness relationships with the Hubne 
Building Company as an officer, stock- 
holder, or employee, the possibilities of 
self-incrimination were too remote. 

Furthermore, it was the opinion of 
the U.S. District Court (Tucker vs. 
Hubner, decided February 17, 1955) 
that it was not possible in a civil pro 
ceeding attempting to enforce civil 
liability under the Internal Revenue 
Statutes, to invoke the Constitutional 
protection of the Fifth Amendment. It 
is true, said the Court, that as an out- 
growth of the examination, the govern- 
ment may make some additional tax 
claims against the Hubner Building 
Company which will affect Mrs. Hub 
ner as transferee of her late husband’s 
property. Nonetheless, the grounds of 
self-incrimination are insufficient for 
refusal to answer questions or produce 
records, even though the disclosures 
made might result in a civil proceeding 
against Mrs. Hubner to satisfy any tax 
liability which might be assessed against 
the Hubner Building Company. m/m 
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ns Confronted by a sales- 


man turnover that ran between 65°% 
and 70%, during a period of business 
lag and rising overhead costs, the 


Northwestern National Life Insurance 
Company set out to attract and hold 
good sales personnel. They established 
a program which, after eleven years, has 
reduced the sales force by 40° while 


company production has gained 132%, 
and production per man has gained 
291%. The cost of selling each $1,000 
worth of business has actually dropped 
almost 25°%, during this period of in- 
creasing overhead costs. 

The first new policy, aimed at sta- 
bilization of the sales force, was accom- 
plished by giving higher earnings and 
further training to the older and better 
salesmen. At the same time, to “purify” 
the ranks, the unstable salesmen were 
and a of careful 


eliminated program 


salesman-selection started. 
The 


a series of three 


was 


salesman prospects’ are given 


tests. The company 
feels these offer the best guide to abil- 
ity, short of actual observation on the 
job. First, a personal history rating 
form is weighted to correspond to the 
history and experience of successful 
salesmen. An aptitude index test shows 
whether the candidate has the aptitude 
for, and an interest in, insurance sales. 
The social interest test is a record of 
the applicant’s social activity and per- 
sonal leadership, to determine his po- 
tential scope as a salesman. 


If an applicant passes these tests, 


sales ideas 


© Salesmen training 
reduces turnover 





which take only two hours to admin- 
ister, he is put to work at on-the-job 
training with field trainers for a month. 
This month is written off by the com- 
pany as transition time, and no at- 
tempt is made to evaluate sales poten- 
tial or personal adjustment. 

After this initial month of training, 
the salesman is placed under very care- 
ful supervision. Progress scoring charts 
(see p. 10) are prepared on his work 
after 60, 90, 120 days. ‘These measure 
him on the basis of dollar volume of 
sales. In the 60-day chart, for example, 
a score of 50, or above, means the agent 
probably is among the top 20° to 25% 
of men under contract. A score of 0 to 
50 means he is making slow but steady 
progress. A score of 0, or less, means he 
is not devoting full time to his job, o1 
is not fitted to the work. 

The new agents are presented with 
their scores at the end of these periods 
and are informed of the interpretation 
of the scores. The high ranking men 
are encouraged, and the low scorers are 
made aware of the remote chances of 
making insurance a profitable career. 

If at the end of 120 days the company 
has found an applicant to be accept- 
able, he is brought to the home office 
where his personal finances are ex- 
amined. The company offers a monthly 
subsidy to the applicant (which is not 
repaid) to help him meet expenses dur- 
ing the first few months of work, when 
income is generally not adequate. The 
subsidy averages about $70 per month. 

(next page, please) 
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Cosr figures from Tickometer 
users all over the country show 
that this electrically operated 
counting and imprinting machine 
is making almost unbelievable 
savings in time and money on 
many operations formerly done 
by hand. Let us send you some 
of these case studies. They may 
show you the way to big savings 
in your business. 

The Tickometer counts all 
kinds of paper items — tickets, 
coupons, sales slips, labels, trans- 
fers, checks—eight to ten times 
faster than hand counting. It can 
count as many as 1,000 pieces 
per minute. And it’s so accurate, 


ae 
Bene 
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(rs) PITNEY-BOWES 


>= Tickometer 


Counting, Imprinting Machine 


Made by the originaiors of the postage meter 


offices in 94 cities in U. S. and Canada, 


(Circle 880 for 





Slow, costly 


hand counting 


(and “rubber-stamping”’) 


replaced by 
an amazing 


machine! 


Handles up to 1,000 
items a minute! 


hundreds of banks use it daily to 
count currency! 

It can also be equipped to do 
many kinds of imprinting’ or 
“rubber-stamping”’. . . to date- 
stamp, to cancel or void, to en- 
dorse, as it counts... to code and 
date product labels (especially 
important in the food, drug and 
allied industries). 

Rented as well as sold, the 
Tickometer is serviced from 259 
places, coast-to-coast. Ask the 
nearest Pitney-Bowes office for 
a demonstration. Or send the 
coupon for a free illustrated 
booklet and an interesting folder 
of case studies. 


PirNreyY-BoweEs, INc. 
4533 Walnut Street 
Stamford, Conn. 


Send Tickometer booklet 
Send case studies 


Name 


Address 
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Through IBM research, tomorrow’s thinking TODAY... 


Magnetic cores 


are 


intricately woven into 


copper-wired frames to become the “memory” 
of powerful IBM electronic data processing 
machines such as the new IBM 705. 


Memory ... in the making 


In almost every field of activity, from funda- 


Magnetic cores, each one actually little larger 
than the head of a pin, are shown here dra- 
matically magnified by the microcamera as 
they are taken from a heat-treating kiln. Their 
ultimate function: to store or “remember” in- 
formation fed into IBM electronic data proc- 
essing machines for business. 

They also illustrate IBM’s leading role in ap- 
plying the latest electronics advances to data 
processing. Out of this continuing leadership 
by IBM has come today’s “quiet revolution” 


in American business methods. 


(Circle 871 for 


mental research and engineering calculations 
to evervday business accounting, IBM data 
processing is rapidly narrowing the critical gap 


between problems and decisions. 


International Business Machines Corp., N. Y. 22. 


DATA 
PROCESSING 


World’s largest producer 
of data processing machines 


more information) 


He is then sent to school for further 


training which gives him self-confi 
dence in his knowledge of insurance. 

The number of new salesmen hired 
during a calendar year had been as 
high as 38.7% of the total sales force 
before the program was launched. ‘This 
figure steadily dropped. Only in one 
year, 1951, did it approach a high figure 
again, and that was 15.8%. The num- 
ber of salesmen terminated during the 
same year they were hired had been as 
high as 13.6%. During 1953, this figure 
dropped to a low 3.3%. 

The reduced overhead has saved an 
estimated $450,000 since the inception 
of the new program. One example of 


major saving is in the operation of the 


Progressive Scoring Chart For New Agents 
At End of 60 Days 
Agent ———————- Agency ————————_ 
Date of Contract — Date of This Report — 


; ; Production Factor Weight 
Tredeetion Porter Weiget 1 PAID-INITIAL VOLUME 
Und 000 Under $2,000 .... —I 
$£°000-$17 000 $2,000-$5,000 .... 0 
$18,000 and over $6,000 and over +9 


5. NO. OF POLICIES ON 
WHICH INITIAL 
PREMIUM WAS PAID 


2. NO. OF POLICIES 
WRITTEN 

Less than 3 —I7 Q 

3-6 + 3 1.2 eee 

Over 6 +12 Over 2 oS : + 


3. SETTLED VOLUME 6. SIZE OF LARGEST 


Under $4,000 —I5 POLICY WRITTEN 
$4,000-$11 000 0 Under $5,000 ceee 12 
$12,000 and over +14 $5,000 and over . +12 


Production Factor Score 


Written Volume 
No. of Policies Written 
Settled Volume 
Paid-Initial Volume 
No. of Paid Policies 
. Size of Largest Policy 
Total 


A typical scoring chart: A score of plus 50 on 
this sales score card puts a new salesman at the 
head of the class. Anything between 0 and plus 
50 signifies slow but good progress. Less than 
O means the agent is in the wrong business. 
main hiring office. Before the program, 
the company leased an entire floor in a 
Minneapolis office building. ‘The work- 
ing staff consisted of three managers, 
six supervisors, and an office force of 
sixteen, to recruit, train and supervise 
operations. Today, this office uses only 
half a floor, has 2 managers, 3 super- 
visors, and 11 clerical workers. 

As an adjunct to the sales training 
program, the company has also de- 


veloped a managerial training  pro- 


gram. This involves an intensive two- 
year course, which has made it possible 
for the company to train its own execu 
tives. They have not had to hire a 
single executive from outside the staff 


in more than ten years. m/m 
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THIS MONTH'S EXPERT 





John Sasso 


Vice President & Director of Public Relations 
G. M. Basford Company, New York 


Mr. Sasso, who heads the Pub- 
lic Relations Department of his 
agency, is a leading specialist in 
industrial publicity. His experi- 
ence with industrial accounts 
covers a diversified field ranging 
from steel to plastics, and screws 
to fork trucks. 

He was previously Industrial 
Editor of Business Week and 
Editor of Product 
Engineering. He has 


Managing 
made 
many talks and written numer- 
ous articles on publicity and 
public relations, in addition to 
authoring four technical books 
on allied subjects. 
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How to use industrial publicity 


to support your advertising 


QUESTION: To get our terms straight, 
Mr. Sasso, what’s the difference be- 
tween “industrial” and other kinds of 
publicity? 


ANSWER: The audience and the tech- 
niques. General publicity aims big guns 
at mass markets, cuts across age, sex, eco- 
nomic, education, and other lines. Its 
ultimate goal is a photograph of the prod- 
uct, with Marilyn Monroe, on Life’s cover. 
Even then, however, the direct impact on 
sales might be difficult to gauge. 
Industrial publicity, on the other hand, 
uses the rifle to stalk product-buying spe- 
cialists in the technical press. Its mission 
is more precise: fashion each message to 
the engineer (or executive or designer) 
to fit his particular professional interest. 
The sales results are often crystal-clear. 


QUESTION: What is industrial publicity 


supposed to accomplish? 


ANSWER: That depends on what the com- 
pany wants: a scrapbook full of clippings, 
or a sales tool that can strengthen and 
broaden the advertising message. 


QUESTION: How should publicity be 
coordinated with advertising? 


ANSWER: From the very first session at 
which sales objectives are stated and ad- 
vertising discussed, publicity should be part 
of the over-all strategy. A good example is 
the master-plan of a plastic company which 
decided last December to launch a new 
type of plastic by the middle of this year. 
Here’s the timetable set up at the De- 
cember meeting: 
> April Ist, a press conference for a lim- 
ited number of editors representing key 
media. Assume a two-month time lag 
before stories are published. 


& Announcement ads to start September. 

& October, November, and December— 
channel case history features to trade 
papers. 

> January—cull these case histories for 
advertising themes. 

At this writing, the press conference 
was held on schedule and produced sev- 
eral important stories (due largely to the 
fact that editors were briefed well in ad- 
vance of the meeting), and the plan is 
progressing nicely. 


QUESTION: Wouldn’t it be possible to 
cut out advertising and just publicize? 


ANSWER: Definitely not. Publicity may 
seem cheaper than some advertising, but 
each has a separate job which, done prop- 
erly, will supplement but not replace the 
other. Publicity just can’t use the hard- 
selling language of an ad, or be timed and 
placed exactly as management desires, or 
be counted on to list prices and outlets. 
Moreover, good publicity uses up materials 
rapidly, whereas advertising can repeat a 
message indefinitely. 

In contrast, when you place editorial ma- 
terial in a magazine, it carries the editor's 
objective stamp of approval, with a cor- 
respondingly strong impact on readers. 

In short, advertising pays its way, pub- 
licity earns its way. 


QUESTION: What about public rela- 
tions—where does it end and publicity 
begin? 


ANSWER: I'll admit that the boundaries 
are hazy. But good industrial publicity 
can be directed into channels that lead 
to good public relations. ‘Take the case 
of a group of certain companies that 
wanted to promote sales of large mold- 
ings. ‘They thought they needed attitude 
surveys, etc. of a high-flown public rela- 
tions program. Actually, the problem 


was simply to get the story to four specific 
groups: manufacturers, engineers, merchan- 
disers, and the public. 

A publicity campaign tied closely to 
the group’s advertising and direct mail 
efforts did the job. Articles were care- 
fully spotted so that manufacturers learned 
about production savings in certain man- 
ufacturing magazines; engineers discov- 
ered properties and advantages via signed 
articles in top design publications; mer- 
chandisers saw the sales advantages in their 
special publications—and the public was 
sold on plastic moldings through feature 
stories in the home furnishing books and 
the daily press. Topping it all (and creat- 
ing more news) were publicity-inspired 
symposiums held by the group to aid 
their customers. 


QUESTION: Would you say that indus- 
trial publicity concentrates on product 
plugs and forgets “prestige’’? 


ANSWER: No. Building up a company’s 
reputation as a distinguished pacesetting 
leader in an industry is a long-range job 
which complements immediate product 
projects. 

Articles about the company’s outstand- 
ing manufacturing or merchandising meth- 
ods, or stories about individual accom- 
plishments of its executives, lay important 
groundwork. These help sell editors as 
well as customers. Editors are more like- 
ly to pay attention to a company’s product 
releases, and to call on it for special stories 
when they've been made aware of the 
firm’s stature. 


QUESTION: Should publicity be used to 
“feel out” markets for new products? 


ANSWER: Yes and no. A classic example 
of how publicity can lead the way to mar- 
kets is Carborundum’s introduction of 
Fibrefrax Fiber. At the time, 15 trade 

















The ALL-NEW Mechanized Card Record File 





Kard-Veyer is the new electrically- 
powered card-file unit that cuts finding, 
posting and filing time to seconds. 
Here’s an all-in-one, fatigue-reducing 
high output work station that saves 
profit dollars in time and space. 
Kard-Veyer houses from 16,000 to 
80,000 record cards in sizes ranging 


ad our 9 


from 8” x 5” to 24” x 3”, including 
standard punched-cards 7%” x 3%”. 

If your records-keeping operation 
includes a large, active card reference 
file, investigate Kard-Veyer today. Call 
the Remington Rand Office near you, 
or, write to Room 1716, 315 Fourth 


Ave., New York 10. Ask for LBV706. 


Flemington. Mkarnudl. 


(Circle 883 for more information) 


paper editors were invited to a conference 
and told, in effect: “Here it is. What do 
you think’? Each man’s self-written article 
carried suggestions on how his industry 
might use Fibrefrax. Inquiries produced by 
the publicity were coded until the pat- 
tern emerged; the greatest interest was in 
chemical filtration, industrial papers, and 
textiles. Also indicated were the forms the 
fiber should take: mat, board, and rope. 
Sales and advertising efforts followed the 
path laid out by this publicity campaign. 

On the other hand, a company courts 
disaster when it seeks publicity before 
completing at least pilot plant produc- 
tion. To release stories on mere pro- 
totypes or hand-made models will not only 
produce a deluge of unanswerable inquiries 
from irate customers, but will forever 
alienate the editors who printed the news. 


QUESTION: Are there any standard 
“tools” which every publicity cam- 
paign should have? 


ANSWER: Of the hundreds of publicity 
techniques extant none is “standard.” 
Each should be tailored to the specific 
objective. Even the General Release would 
be better eliminated in cases where a 
single story in a single magazine would do 
more good than dozens of items. Or per- 
haps there should be no “‘prepared story” 
at all, but a press conference in which 
the editors are taken into the company’s 
confidence and serviced with basic informa- 
tion to be used as they wish. 

Sometimes the strategy may seem ob- 
scure. For instance, the manufacturer of 
the material which has been going into 
a certain number of products for 10 years 
came to his customer’s industry conven- 
tion and held a press party. “News” of the 
product's rapid growth in the past decade, 
and the development of a new _ process 
which would add to the current line, car- 
ried no brand name. But when the trade 
papers, and a national business publica- 
tion did the roundup, one manufacturer 
dominated all of the pieces. You can easily 
guess which one it was. 

The competent publicist not only knows 
his way among trade papers, wire services, 
house organs, newspaper business pages, 
trade shows, photo services, even radio and 
T.V.—but how to evaluate them in terms 
of the current objective. 

It may not be as showy, but there are 
times when getting a company executive 
onto a trade association’s speaking panel 
could do more sales good than a color 
photo in the Saturday Evening Post. 


QUESTION: Doesn’t the press expect 
press parties, open houses, plant tours, 
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Adjustable glides per- 
mit greater working 
comfort—equalize any 
unevenness in floor 
(between 29° and 
30'/.""). 





Ball-bearing suspen- 
sions on file drawer 
give finger-touch con- 
trol. Conference and 
Executive Desks feature 
patented Pendaflex file. 





“Densiwood" posts at 
knee well space elimi- design gives reater 
nate possibility of mar- working space in less 
ring or scuffing. area. 


Graceful round-corner 


THE METROPOLITAN GROUP—in the matchless 
warmth and beauty of fine cabinet woods. 
Smartly styled for maximum efficiency. See your 
IMPERIAL Dealer or write now for details. 


IMPERIAL DESK COMPANY 


Evansville 7, Indiana 
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c. from a company seeking publicity? 


ANSWER: \fost busy editors resent having 


their time wasted on a no-news outing. 
Few are interested in the free drinks. 
True the liquid refreshments served at 


unnecessary press parties could keep the 
U. S. Navy afloat, but I'm afraid as many 
are given for the 


edification of company 


brass as are held for the press’s benefit. 


QUESTION: Is the best publicity man 


the one with first-name contacts? 


ANSWER: No. The editors may know 
him too well. The best man is the one 
who acts as the company’s liaison with the 
press, considers himself the editors’ rep- 
resentative, and digs up the kind of ma- 
terial which publications can use. 


QUESTION: Isn't a lot of IP. pretty 
automatic? Can’t a big advertiser rea- 
sonably expect a few editorial favors. 


ANSWER: Many do! But—on most mag- 
azines worth talking about, or reading, 
the editor doesn’t care whether a com- 
pany advertises or not. He holds his job 
on his ability to serve readers with useful 
news. When an editor is more concerned 
with advertising pages than with editorial 


content, he’s running a “puff” sheet and 
his readers know it. 
QUESTION: Don’t editors sometimes 


bend over backwards and actually dis- 


criminate against advertisers. 


ANSWER: I that way, but 
here’s how such a situation occurs. XYZ 
Company places an ad in a technical maga- 
zine for a new product. On the day they 
mail out the mat, they also send a press 
release. One editor I know moans, “I 
won't use a release in the same issue as an 
ad, even if it is something I would other- 
wise run.” He’s not at fault, however. 
It’s the poor timing and coordination of 
publicity. Had the release preceded the 
ad it would not only have run as fresh 
news, but it would have given the benefit 
of reader recall. 


might seem 


QUESTION: Now, the $64 question: 
How much should this so-called “tree’’ 
publicity cost? 
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HOW XE ROG RAPHY SPEEDS PAPERWORK 
cuts duplicating costs *18,000 a year at 


New York 


State Electric 


& Gas Corporation 





SPEEDS Code Book copies at 60% savings 


SPEEDS Accounting Manuals at 70% 
savings 


SPEEDS Inter-office Telephone Directories 
at 94% savings—and 


REDUCES delivery dates from 2 weeks 
to 1 day! 


Convinced that xerography offers a 
new and better way to get paperwork 
done faster, cheaper, and with photo- 
New York State 


Electric & Gas Corporation installed 


graphic accuracy, 


XeroX® copying equipment to pre- 
pare masters by xerography for offset 
duplicators. Result: costs in forms du- 
plicating alone were cut by $6,000 a 
year! Comparable savings were ac- 
hieved on other applications. 
Substantial relief to the stenogra- 
phic pool was attained by the elimina- 
tion of retyping and proofreading 
time . . . Cost of various exhibits in Ac- 
counting Manuals, which must be re- 
vised frequently, has been reduced 
from $6.50 to $2.00 a page. Delivery 
time was cut from two weeks to a 
single day . . . Cost of reprinting an 
From original 
to paper master 


in 3 minutes 






THE HALOID COMPANY 


55-7X HALOID STREET, ROCHESTER 


BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRA 


(ZE-ROG-RA-FEE) 
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New York State Electric & Gas Cor- 
poration serves areas totaling 17,000 
square miles—about 35% of the en- 
tire Empire State. Its 
plants and offices are widely sepa- 
rated, and 


numerous 


communica- 
tions involve much paperwork. 


necessary 











Account Code Book, another con- 
tinuing job, dropped from $500 to 
$200 . The inter-office directory 
printing was cut from $35.00 to $2.00. 

Anything written, typed, printed or 
drawn can be copied onto paper mas- 
ters by xerography with XeroX® copy- 
With xerography, 
copies can be made from one or both 


ing equipment. 


sides of original material in enlarged, 
reduced or same size. 

There is no limit to the versatility 
of the dry, electrostatic xerography 
process in paperwork duplicating ap- 
plications. 


WRITE for proof of performance folders showing how 
companies of all kinds, large and small, are cutting dupli- 
cating costs and speeding paperwork with xerography. 


3, NEW YORK 


PHY 
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A manufacturer has three subsidiary plants in different locations, each 
of which purchases a great number of materials for production. There 
was need for an integrated accounting procedure covering the purchas- 
ing cycle which would guarantee control, accuracy, and efficiency with 
proper liaison between the home office and the subsidiaries. A Moore 
system was installed which centralizes purchasing control in the home 


office and permits each plant to control its own accounting functions. 








The System 


Five different operations integrated in 
one over-all system give the manufac- 
turer efficiency and control in manag- 
are the five 


ing purchases. These 


operations: 


1. Stores Department Operation 
The department requisitions and dis- 
tributes stockroom items: schedules 
delivery and use: transmits requisi- 
tions to Purchasing. A 3-part Moore 


Manifold book form is used. Part ] 








The 10-part 
Moore Speediset 








later to 


is matched 
vendor's invoice, receiving report, etc. 
Part 5 goes back to Stores for its file. 
Parts 6, 7, 8, 9 (bottom-stub Speedi- 
set) is the Receiving Report with price 


Vendor file and 











columns blocked out. Part 10 is sent 
to the department that requisitioned as 
check against error. 





The Moore book form simplifies requisitioning 


posts to a Kardex inventory control. 
Part 2 is kept in a numerical file; part 


x 4. Receiving Report This is made 
3 authorizes withdrawal of items. 


up, as stated before, of parts 6 through 
9 of the Purchase order. After mer- 
chandise is received, the Receiving 
clerk distributes parts thus: part 6 to 
Purchasing to approve vendor invoice: 
7 to the requisitioner as notification: 8 
stays in the Receiving file. Stores uses 
part 9 to post to Kardex. It is then 
forwarded with copy of invoice to Ac- 
counting for expense—and_ cost-dis- 
tribution. 


2. Purchasing requisitions A 4- 
part Moore Manifold book form is 
used by Stores to requisition inventory 
that is low. Part 1 goes to Home Office 
Purchasing. Part 2 is kept in a numer- 
ical file of the plant's Purchasing 
Dept.; part 3 stays in a numerical file. 
The requisitioner holds part 4. 


3. Purchase Orders The Home Of- 
fice Purchasing Dept. uses a 10-part 
top-stub Moore Speediset form. Parts 
1 and 2, and parts 6 through 9 are also 
connected by a bottom stub. 


3. Accounting and Inventory 
records Invoices sent by vendor are 
matched with parts 4 and 6 of the Pur- 
cha:e order. They are used to process 
payments and to give account distri- 
bution control. A Kardex in Stores 
iurnishes positive control for all items 
issued or received. 
(Circle 873 for more information) 


Parts 1 and 2 (bottom-stub Speedi- 
set) are sent to the vendor, part 2 being 
returned as acknowledgment. Purchas- 
ing holds 3 in the file. 4 stays in a 
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HANDY WAY TO DO IT 


The book form, a Moore first, 


can be used in any business, 
any operation—wherever hand- 
written forms are desirable. It 
gives original records. Moore 
constructs book forms ina 
great many ways to suit varying 
needs. Convenient, inexpensive. 


Savings and Gains 


Moore’s multi-part speed stationery 
has eliminated entry duplication. 
There are minimum writings to con- 
trol purchasing. receiving. accounting 
and inventory. Careful form design 
and the right distribution have given 
control of purchases and inventory. 
Receiving record is a by-product of the 
Purchase order, eliminating one form. 
Other economies are: simplified match- 
ing. scheduling of shipment arrivals. 
better control at the receiving dock. 
Carbon handling and form jogging are 
eliminated by the Moore Speediset 
construction. allowing subsequent en- 
tries. If you would like a closer look 
at this well-engineered system, write 
Moore for System Survey No. 3322- 
19-63. Or fill out and mail the coupon 
to the Moore office nearest you. 


Moore Business Forms, Inc., Dept. MM-4 
Niagara Falls, N.Y. 
Denton, Tex. 
Emeryville, Calif. 


Please send me Moore 


Survey No. 3322-19-63 


System 
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never free, and the com- 


ANSWER: It is 


pany that expects it to be is in for a 
jolt. No advertising agency can aftord 
to throw in publicity as part of their 


services (if they offer to, look for an “an- 
gle’), nor is the salaried company man as 
might 


inexpensive a proposition as he 


seem To his salary must be added that 
of a secretary, office space, expenses, travel, 
etc. As a full-time employee, a $9,500 pub 


licity man’s actual cost can be $30,000. 


What are valid publicity 


QUESTION: 


expenses? 


ANSWER: Far less for champagne than 
most people think, and far more for such 
items as good photography, research, leg- 
work (and messenger), special writing, pa- 
per, printing, and travel. Not enough 
can be said against stinting on pictures. 
Cheap photographers abound, but the 
company which economizes on the photo 
that will later hundreds of dollars 
to reprint and indeed ex- 
tremely short-sighted. 


cost 
circulate, is 


How should a 


QUESTION: 


measure publicity results? 


company 


Here are two ways not to: 
neglects 


ANSWER: 


1) By inches of clippings. It 


quality. A hundred inches of clip- 
pings in random media may well 
be less “valuable” than one solid 


article in a good industrial magazine. 
By computing the advertising cost of 
equivalent space in the same indus- 
trial publication. 
Which is more valuable to an 
trial company selling a filtering material; 
two pages in Look “worth” $25,000 or two 
pages in Chemical Engineering “worth” 
only $1,000? Often “expensive” pages 
produce no usable industrial inquiries. 
The best way to measure results is to 
set firm objectives for a six- to twelve- 
month period. Then check: Did special 
articles get into top papers? Did the 
leading journal in the field give you tech- 
nical editorial recognition? Did all the 
important trade magazines cover your new 


ho 


indus- 


products editorially? 

Concentration on volume 
put stories where they are most likely to 
be used, rather than where they should 
be used. Or the depth of a story may be 
sacrificed for the quick surface piece that 
can be merchandised widely. 


alone can 


QUESTION: What is the best way to set 
up a top-drawer industrial publicity 


program? 


methods 










ANSWER: As a highly prejudiced ‘‘ob- 
server,’ my vote is for the outside con- 
sultant. The best company men have a 
tough time remaining objective in the face 
of internal pressures trying to influence 
their publicity plans. Some capable men 
find themselves spending a lot of time 
writing wedding releases. 

Ihe outside counsel’s prime asset is 
objectivity. His diversified experience 
with other accounts spells familiarity with 
unusual publicity techniques, and with 
their effect on different editors. His or- 
ganization lends the benefits of group 
thinking, since no one man dreams up 
every phase of a publicity campaign. In 
addition, the consultant brings to his job 
an important stock in trade: his lists. Most 
publicity outfits guard these like uranium 
deposits. Anyone who has ever tried to as- 
semble good media lists—and to keep them 
up to date on personnel turnover—can 
appreciate the value of publicity lists 

Most important, however, the outsider 
must produce to justify his fee. 

\nother point: it’s essential for the com- 
pany to assign full responsibility for pub- 
licity to one individual through whom 
all editorial requests are channeled. It 
simplifies life for editors, for the outside 
consultant, and definitely for the com 
panys own executives. 


QUESTION: So far, only the tie-in be- 
tween industrial publicity and adver- 
tising has been discussed. What about 


the salesmen? 


ANSWER: Half the value of publicity is 
in how it’s merchandised. A good sales 
manager will take a story and: circulate 
it internally with a note pointing up the 
wisdom of the strategy that got it in in the 
first place; send reprints to salesmen; and 
do a direct mail piece to customers with 
a covering sales letter. 

On the other hand, the salesman can 
be invaluable as researcher of case history 
material. I have two suggestions for com- 
panies casting field men in that role: 
|) ask only for tips, not for written stories 
with pictures, 2) play up the success stories 
of salesmen who got their customers’ names 
in print, and the others will be elbowing 
in with material about their accounts. 


QUESTION: Would you say that every 


company needs publicity? 


ANSWER: No! If you have nothing to say, 
believe me, nobody will get it published 
for you in anv decent magazine. m/m 
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MANUFACTURING COMPANY, Hartford 1, Connecticut 


(Circle 898 for 


more information) 














yf 
2 NO USE 
CZ ng-use 
Cw \ 
Os CAR + YOU 
iN i) CAN'T SEE MY 
< /- PAYCHECA 
Zz, ROUGH THIS 
"OUTLOOK" / 
/ 
ENVELOPE: 






PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of Ad- 
dressing, also chances for Errors. 
Paycheck “Outlook” Envelopes are abso- 
lutely opaque. Essential 
when wages are paid by 
check. Nothing shows 
but the  employee’s 


name. This improves 
y personnel relations. 

Send for Samples 
wee and Prices Today 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1 W. Washington Blvd, Chicago 7, Illinois 















(Circle 876 for more information) 


The Riddle of 
15% 


Riddled Surfaces 


When does 15% 


ee e “equal” 100%? 
: 7. ° 
oe 8 A In acoustical walls: Ama- 
a e zing fact! Walls with 15% 
a bee exposed acoustical surface 
Pert absorb sound equally as well 


ee as if with 100% exposed 
acoustical surface, That’s why 
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*(surface area, 15% perfora- 
e tions exposing acoustical spun 
. glass core.) 






WRITE FOR 
FREE CATALOG TODAY. 


. Pa 
SRL Te 
142 FEDERAL SQUARE BLDG. 
GRAND RAPIDS, MICHIGAN 


(Circle 897 for more information) 





16 





HUMAN RELATIONS 





EDITOR'S NOTE: 


research is being done today on human 


A tremendous amount of 
behavior. Behind this research looms the 
fact that human beings are the most ex- 
pensive (and valuable) of our business 
assets. Unfortunately, much of this social 
research is being done by groups working 
independently of one another. Findings 
are not always published. Significant facts 
are often buried in long and highly tech 
nical reports. In addition, many of the 
researchers are reluctant to have their find 
ings “popularized” by untrained observers 
who may distort them. 

With these facts in mind, we _ have 
arranged with Dr. Donald A. Laird, an 
Industrial Psychologist, to collect and 
author the series of Human Research 
Studies we will publish in subsequent 
months. Dr. Laird was formerly head of 
the Psychology Department at Colgate 
University, and Director of the Colgate 
Psychological Laboratory. Later, he was 
appointed Director of the Ayer Founda- 
tion for Consumer Analysis, Philadelphia. 

The numbers that appear parenthe- 
ses refer to source material texts. These 
are listed numerically under “Bibliog- 


raphy” on page 20. 


me A building contractor 
has shown that by allowing workers to 
choose their own “teammates,” labor 
and material costs could be cut sharp- 
ly—a saving which he translated into 
the construction, of “every 29th house 
free.” ‘The experiment was simple. For 
a three-month period, the employer se- 
lected teams of carpenters and_brick- 
layers. Then, for three months, he al- 
lowed workers to select their own team- 
mates, The result was impressive. It 
produced a larger savings than any 
combination of five labor devices used 


previously (details on page 19). 
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Helping 


There is a bigger lesson for manage 
ment, however, in this. Stated simply: 
a study of worker behavior patterns, 
and the application of sound operating 
principles to these patterns, can sub- 
stantially increase productivity. Work- 
ers spend more of their working hours 
in the work group than in any other 
group. In this situation, the problems 
of acceptance and rejection, group and 
individual personality, etc., should all 
come under management scrutiny. The 
ability to recognize a bad situation and 
assist the worker can have a substantial 
effect on productivity. 

Primarily, management is concerned 
with fitting the jigsaw of personalities 
found in any plant or office into a 
compact, homogeneous pattern. This 
means recognizing the “sore thumbs” 
and adjusting them to the group—or 
removing them. The following studies 
in worker psychology illustrate only 
some of the situations to be found by 
management which exercise an effect 
on worker productivity. 


PEOPLE WORK BETTER WHEN 
THEY FEEL “PART OF THE TEAM’’ 


sizeable share of 2,000 blue-collar 
| verse in one modern factory felt 
that they were not being accepted by 
their work group. Drs. Daniel Katz and 
Robert L. Kahn reported that about 19% 
were certain, or had qualms, that their 
group did not accept them. (5) 

These workers were isolates. Few of 
them were lone wolves who didn’t want 
to be accepted. Most were unhappy be- 
cause they were rejected by the group. 
The presence of these isolates tended to 
lower the cohesiveness (or team _ spirit) 
and productivity of work groups. It was 
found that more of the men in high out- 
put groups felt they were really accepted 
by the work team. 


the worker fit 


HIGH OUTPUT 


LOW OUTPUT 





REJECTED GROUP 


ACCEPTED GROUP 


This feeling of belonging also had a 


bearing on workers’ satisfaction with their 
jobs. Results showed that about twice as 
many who felt accepted by their work 
crews reciprocated the favor by liking the 
company in general. High satisfaction 
with one firm was shown by 45° 
who felt accepted, as against 30°, of the 
isolate group. 


of those 


The mental forces in those satisfactions 


will be plainer if we think of satisfaction 
as expressing a lack of personal anxiety. 
In a power company, absenteeism was least 
among the workers who felt they were 
accepted by the others on their crews. 
Where do all these facts lead? The satis 
faction from being accepted by the team 


(anxiety reduction) seems to spill over. It 


gives the job and company bigger halos. 


Social psychologists doubt if satisfaction 


overflows in the opposite direction. ‘This 
means that pride in the company, for 
example, would not likely give the worker 
satisfaction with his job if he felt he was 
a man spurned by his crew. 
spirit can be built better from the bottom 
up, using the work team as the unit on 
which to build. 


Company 


Such considerations put 
finger on the need to transform isolates 


into team members. 


It is more important for the leader to 


attend to this function now than it has 
been in the past. Dr. David Riesman has 
also analyzed the changes in modern life 
which have made group belongingness a 
stronger motivation force than in previous 
generations. (9) 


methods 






into the team 


OPENING THE DOOR OF WORK- 
ING GROUPS TO NEWCOMERS 


_aprsig indicate that most groups are 
slow to accept newcomers as belonging. 
Using 500 social and work groups across 
the country, Dr. John K. Hemphill found 
it was very difficult to be accepted into 
65% of these. (4) The study also showed that 
75% of these groups had rigid customs 
which they enforced. These customs were 
barriers which the newcomer had to clear 
before his anxiety could be reduced by a 
feeling that he was a member of the team. 

These group customs, or folkways, may 
put more pressure on workers than stand- 
ard procedures which are written in the 
company manuals. Some work groups give 
the boss a cigar at Christmas, and go out 
for a round of beer with him on his 
birthday. One crew never borrows one 
another’s tools. Some crews sanction only 
a particular kind of work clothes. Work 
problems, in other crews, are taken to the 
oldtimer on the work team, and never to 
the company engineer. 

Work teams commonly keep a _ new 
worker under scrutiny for the first few 
weeks. If the group decides he will not 
disturb their syntality (group personality) 

or that they can blend him to fit their 
pattern—they open the door for him. When 
the new employee does not conform to 
the pattern the group wants to preserve, 
pressures are put upon him. Some of 
these pressures are aimed toward changing 
him to fit the pattern — hints from the 
pacemakers in the group to the effect that 
“we do it this way.” 

Other pressures are aimed to get him 
out of the group. They ignore him with 
their shop talk, pass dirty jobs to him, 
make him the victim of jokes, tamper 
with his machine or output, or keep aloof 
from him during lunch. The isolate be- 
comes the subject of nasty rumors: they 
say he is a communist, or his wife has an 
interesting past. 

They will further pressure him by keep- 
ing useful news from him. In a leather 
goods firm, Dr. Keith Davis found that 
20% of the executives were by-passed 
when useful information was transmitted 
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along the grapevine. (1, 2) (Note the 
similarity of percentage between this and 
the percentage of isolates found in the 
sample in the first chart.) 

The boss with his ear to the ground 
can become aware of such ‘“crew-ways.” 
He can tip off the new employees to the 
rules which are not in the rule book—or, 
get a popular worker to take the new- 
comer under his wing. (10) “Knowing 
the ropes” means understanding the per- 
sonality of the particular group. 


RECOGNIZING THE REASONS FOR 
FRIENDSHIP AMONG WORKERS 


Degree to which individual interests were matched 





LIKE UNLIKE 


he group’s opinions and beliefs usually 
| make up the highest hurdles which 
have to be cleared before a new worker 
is accepted by a crew. Workers seem to 
demand like-mindedness even more than 
dressing alike. Pairs of best friends were 
checked on a hundred different qualities 
by Dr. William R. Thompson. A three- 
way check was made on how pairs of 
friends matched up, how pairs who were 
not friends matched up, and how the per- 
son’s valuations of the qualities matched 
up. These valuations expressed each per- 
son’s individual ideals. 

The right-hand column of the chart 
shows that the pairs who were not friends 
scarcely matched in ideals, though they 
were of similar age, education, and social 
status. The left-hand column _— shows 
there was a high relationship between a 
person’s ideals and how he sized up his 
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4 Billing Machines 


: t 
Electric, standard make; 2 late 


models two years old; “ four a: 
old. First class condition. o 


$3580 new. Call 5-7126. 






Big story in a want ad— 


Four electric billing machines for sale... because the 
invoicing formerly done by four girls is being done by one- 


with an Ozalid machine! Saving $700 a month! 

How? Salesmen write their orders And makes quick copies of bulletins, 
on translucent paper forms. Prices, reports, memos, letters, charts. etc. 
extensions, directions, and terms are Ozalid-copied requisitions are used 
added. Ozalid copies serve as invoices, as purchase orders, vouchers, debit 
bills of lading, sales records, etc. memos, receiving records—often save 
Ozalid makes exact, clear copies of 
anything typed, written, printed or 
drawn on any translucent (lets light 
through) material— without negatives, 


stencil, messy developing. The copy is 


discounts as well as time. 


Avy office can save time, cut costs 
with Ozalid. For a demonstration, call 
any Ozalid distributor (see phone 
book). Or write 61 Ozaway, Johnson 
City, N. Y. In Canada, Hughes Owens 
Co., Ltd., Montreal. 


made in less than a minute, costs less 
than 2¢. And anybody can use an 
Ozalid machine. 

Ozalid gets rid of hand copying, OzaLip — A Division of General 
Aniline & Film Corporation... From 
Research to Reality 


LID 


BAMBINO (right) is the smallest. fastest, 


low-priced office copying machine; will make 200 copies 


retyping, transcribing or redrawing — 
saves time spent on repetitive tasks. 





an hour, as wide as 9” for less than 2¢ a copy. 
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The Robertson ‘320 
16x20” darkroom camera 


Gat more frou your copying eguypmena 


with a ROBERTSON all-purpose CAMERA 





broaden the use of these reproduction methods 
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Only the flexibility of a ROBERTSON 
camera gives you all these advantages 
Reproduce drawings, illustrations and pictures for 
most types of duplicating 

Cut negative and preparation costs approximately 
in half 

Produce your own house organs, sales bulletins, 
advertising, etc., with ordinary office duplicators 
Copy original art work, tracings, blue prints, etc., 
up to twice size, and reduce down to '/; size 
Make halftones using either contact or glass 
screens 

Give your copying, reproduction and duplication 
equipment a versatility not possible with any 
other camera 





* Offset Duplicating 

* Xerography 

* Process Color Work 
* Photo Copying 

* Enlarging—Reducing 
* Blue Print Copying 


* Silk Screen 
Processing 


* Mimeographing 


TREE Send now for your free copy of the ‘*320'' Manual of Operation, an 
illustrated booklet that shows how anyone can easily operate the 


**320"' camera. No obligation. 
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HOTO-MECHANIX 





A complete line of photomechanical equipment 
ROBERTSON PHOTO-MECHANIX, INC. 
3073 ELSTON AVENUE e CHICAGO 18, ILLINOIS 
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best friend as showing these ideals. (14) 

It used to be thought that a pleasant 
smile and a cheerful face would do the 
trick of fitting a person into a group. 
These studies cast doubt on that assump- 
tion. As an extreme illustration, we could 
not expect a pleasing capitalist to be ac- 
cepted by a communist group unless he 
changed his beliefs profoundly. 

Lesser differences in opinions appear to 
exert great force on whether or not a 
person is accepted as fitting into a work 
team. A cohesive group strives to keep 
all members thinking pretty much alike 
on topics the group considers important. 

Such self-protection of the majority 
opinion has been demonstrated in being 
accepted as a neighbor. This analysis was 
made for the Bemis Foundation for Hous 
ing Research from the 
Institute of Technology. (3) 


Massachusetts 


Residents who conformed to the majo 
ity opinions of their neighbors were con- 
trasted with residents who had different 
opinions (deviates), and who resisted 
changing to conform to the majority. 
Nearly twice as many of the conformists 
were chosen as ‘‘a person I would like to 


live beside.” 


HOW TO SIZE YOUR 
WORKER GROUPS 


Three man teams usually eliminated one member 





his chart depicts a rejection situation 

which has been found to be an ear- 
mark of three-person groups. For this ex 
periment, three-man teams worked _prob- 
lems together. Their interactions at work 
were observed through one-way windows 
by Dr. Theodore M. Mills in the Harvard 
Laboratory of Social Relations. (8) There 
were near’: 500 interactions between the 
typical team members within a half-hour. 
But the interactions were almost never 
equally divided between the three. 

The teams had been put together large- 
ly at random; they were high school grad- 
uates who lived in similar surroundings, 
but had not previously worked together. 
On paper, there should have been an 
equal amount of talk to and from each 
person. It didn’t work out on an equal 
basis, however. Most of the teams quickly 
separated into a twosome and a leftover 
person—like the eternal triangle. One man 
was usually kept from his share of inter- 
actions because: (a) the twosome talked 
mostly to each other, and (b) the twosome 
turned down or ignored most of the ideas 
advanced by the leftover person. 





Seating has also been found to influence 
interactions. It was expected that people 
would have most interactions when they 
sit beside one another. But what worked 
out was that, when vision was not ob- 
structed, there was a larger share of inter- 
actions with the person sitting opposite. 

This difference, Dr. Bernard Steinzer 
reports, is due to the greater ease of get 
ting cues from facial expressions and ges 
tures when sitting face-to-face rather than 
cheek-to-cheek. Shrugs of the shoulders 
and lifted eyebrows often give meaningful 
cues. (13) 

It has been observed that the network 
of interactions tends to be centered in the 
middle location of many work groups. In 
an assembly line of five to seven workers, 
for instance, those in the middle locations 
usually receive and give the most shop 
talk. The people at each end are rela 
tively isolated. 

A noisy environment, which interferes 
with easy talking, may isolate a large share 
of the crew. So can a few dominating 
members who monopolize the interactions 
and touch off hostility within the others. 
(12, Chapter 6) If the new worker can 
be located near the center of the network, 
his absorption into the group should be 
quicker. Especially if this location gave 
him most interactions with some of the 
pacemakers of the group ideas. 


YOU CAN MAKE THEM GLAD TO 
KNOW EACH OTHER 


any experiments show the boss can 

give cues to the group, and the new 
worker, which open the door wider for 
the newcomer’s initial acceptance. The 
leader’s cues can trigger more favorable 
responses at the outset. But it is not rea- 
sonable to believe that cues will dissolve 
the barriers completely, especially if the 
new man openly champions opinions which 
are at odds with those that the group 
feels are important. 

Examples of cues which had power to 
induce more favorable initial acceptance 
come from tests with girls who were work- 
ing in teams of three, making checker- 
boards. This analysis was made by Dr. 
Stanley Schachter and staff, from the Lab- 
oratory for Research in Social Relations, 
of the University of Minnesota. (11) 


Desire to work with same co-workers again 





PRIOR POSITIVE CUE PRIOR NEGATIVE CUE 


methods 
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The girls were not acquainted with | 
PEED each other when they first came to work. | 
[wenty-five of the girls were given this 
cue: “There is every reason to expect you 
AIL @ 3 to like the other girls, and for them to 
=" like you.” ‘Twenty-five others were given 
=4 i you. venty-five others w g 
= the opposite cue. All the girls were high- 
MA IL —— | school graduates, and much alike in age 
and background. The experimenters told 
those “scientific lies’”’ to measure any effect 
the cues might have on the acceptance of 


— cut 


fololeds . , each other by the girls. 
: After the first shift of making checker- 
costs! boards, the girls in whom a positive atti- 


tude toward acceptance had been cued 





showed much more liking for their team- 
mates. Compare the columns in the chart 


e ® : 
Write for C ® to note the difference the two kinds of 


cues made. 


the new Similar work with men, by Dr. Harold it’s so easy to make 
H. Kelley, revealed that cues have a pow- 


MAIL ROOM and COLLATING erful initial influence on their acceptance, ae <4 mi meograph stencils 
_ too. The same persons were introduced to * = 4: 5 
CA TALOG | some groups as a “rather warm person” single positive copies - offset plates 





and to other groups as “a rather cold ...and bess... 1 don’t have to mix any _ it off on Stenatax — and that takes less 
person.” When the cue was “warm,” the chemicals, ever, ur go from one piece of _ than one minute of my time. It will copy 
group gained the impression that the same paraphernalia to another. It’s all done anything — office forms, typing, draw- 
man was more considerate, more sociable, on the one machine — whether it’s sten- ings, news clippings and other graphic 
more popular, more good-natured, more cil, offset master or single copy. AllI do material regardless of color, type of 
humane, and even that he had a better is select the recording material and run _ pencil, ink, opacity of paper, etc. 


sense of humor. (6) 


When the “warm” introductions were in M i N ; M U M TIM E at Ni i N i M U Mi COST 


used, 56% of the group took part in the with facsimile ACCURACY Let us send bulletin MM7 
been pinned on the newcomer, only 32% STENAFAX, Biltmore Arcade, 43rd Street and Madison Avenue, New York 17, N. Y. 
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were skilled with many years of experi- 
ence. They were building duplicate rows 
of houses in a large real estate develop- 
ment near Chicago. (15, 16) At the outset, 
the boss had assigned teammates on a ran- 
dom basis, from the pool of available men. 
The chart on page 19 shows the labor cost 
during the three-month period when the 
teams were thrown together without re- 
gard for individual preference. 

For the next three months, Dr. Raymond 
H. Van Zelst used sociometric (prefer- 
ences of the workers themselves) choices 
to form the teams from the same workers. 
The chart on page 19 shows the signifi- 
cantly lower labor cost per unit when the 
men had, in effect, their own 
work-buddies. The cost of materials used 
was also reduced—from a ‘“‘before’’ index 
of 334 to an “after” of 314—about a 6% 
saving. The contractor’s chief engineer 
computed that the combined saving from 
the sociometric group was greater than 
any combination of five previous work- 
saving methods they had tried. He also 
reported that, “We are now building every 
29th house entirely free.” 


chosen 


There were also gains in morale after 
the workers were re-grouped according to 
their social attraction to each other. Job 
satisfaction went up considerably. One 
obvious advantage of using sociometric 
choices is that the crews are more likely 
to fit together from the start. Less trial 
and error occurs. There’s less need for the 
group to pressure the few who do not fit 
in with the group personality. 

There is some belief that the gains from 
sociometric groupings are partly due to 
the fact that workers feel their own wishes 
are being taken into consideration. When 
the employees are given some say-so in 
choosing teammates, the climate is changed 
a bit toward the democratic side. This 
democratic tempering of the climate may 
count for as much as the social accept- 
ability of the teammates. This is sug- 
gested by records of the relationship be- 
tween output and attractiveness of fellow 
workers, where sociometric choices had not 
been considered in forming the teams. 


] UNIFYING BY SEPARATING 


ociometric choices may not always pro- 

vide the answer. When groups do not 
arrange themselves evenly, or tend to be 
large and necessarily contain deviates, 
other soiutions must be sought. Occasion- 
ally, the best way to solve a misfit prob- 
lem is simply to separate the misfit from 
the group. 

One of the offices in the factory that 
was the subject for the first chart was 
staffed by young women, doing semi-skilled 
work. There was one older woman among 
them. She was doing more skilled work 
aS a comptometer operator, and earned 
more money. This was enough to cause a 
sizeable breach in social acceptability. 


This social distance meght not have 
been a problem, but for the fact that 
the older woman harped on the frivolous- 
ness and giddiness of the younger women. 
During rest periods, they chatted about 
dates and dances with an abandon _ in- 
tended to shock the spinster. Properly 
shocked, she tried to convert them to mend 
their ways. These pressures and counter- 
pressures, of course, merely made the wall 
between them thicker. 

To alleviate the situation, the chief 
clerk converted a small storeroom into an 
office. He told the spinster it would make 
a splendid headquarters for her “so the 
noise from the comptometer will not dis- 
turb the other workers.” Everybody was 
happy over the separation. 


4 CUES FOR MANAGEMENT 


hen the leader picks up cues that 

anxiety or hostility, are on the rise, 
it is time to play a parental role — cool, 
reassuring, encouraging—revealing  confi- 
dence in the future of the group as well 
as of the isolate. In short, he should show 
interest in the group. 

There is much need for this unifying 
function in leadership. Membership in 
groups was reported: very pleasant in 50% 
of the cases; unpleasant in 6%; the re- 
maining 44% said neutral, or just so-so. 
(+) This indicates that management still 
has a job to do with half the workers. 
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or cabinet filing? 
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life insurance companies experienced in nu- 
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Brand name pre-sells products: 
The name of a product and its man- 
ufacturer mean far more nowadays than 
they once did. ‘The retail outlet that 
offers presold brands does much better 
than the stores offering unknown 
brands, according to Joseph Kolodny, 
managing director of the National 
Association of ‘Tobacco Distributors. 
This analysis applies to all types of 
small businesses, of which the 1,300,000 
outlets serviced by members of his or- 
ganization are a major segment. These 
distributors, in recent years, found that 
the net profit ratio had dropped con- 
siderably. ‘To make up the difference, 
they took to selling such items as candy, 
razor blades, clocks, and watches. Ko- 
lodny also noted that retailers were now 
selling 17 or 18 brands of cigarettes 
as a major share of their volume, 
against only six or seven well-known 
names, just a few years ago. How- 
ever, the presold, well-known brands 
produce far better business than the 
unknown brands. 





Too many brand names confuse 
buyers: Advertisers are confusing the 
public by asking them to remember 
ten times as many consumer brand 
names as they have words in their 
vocabulary. According to Walter P. 
Margulies, industrial designer, national 
advertisers are aggressively pushing 
some 150,000 brand names, while the 
average consumer’s vocabulary is only 
15,000 words. As a result, he says, much 
of the advertiser’s impact, and dollars, 
are lost. He cites one automobile man- 
ufacturer who has so confused the 
public with model names, numbers, and 
styles that the consumer is totally un- 
aware of the name of the manufacturer. 
Margulies says this could be overcome 
by developing a form of brand imag- 
ery, similar to the “V” symbol of the 
Cadillac car. Once developed, this 
imagery would constitute a recogniz- 
able background closely associated with 
a name or product that consumers would 
immediately identify and remember 
with ease. These identifications, or 
trade marks, could be utilized to elim- 
inate the mental hardship of too many 
brand names to remember. 
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whole morning's mail in 
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No more waiting 
for morning mail 


Waiting for mail to be opened by “hand 
and dagger” wastes precious early morning 
minutes in many an office. A Pitney-Bowes 
MailOpener will open all the mail in a jiffy... 
pay a real profit in time saved and convenience. 
Ask your nearest PB office to demonstrate, or 
write for free illustrated booklet and postal 
rate chart. PITNEY-BoweEs, INC.... 
St., Stamford, Conn. Originators of the 
postage meter. 94 offices in U. S. and Canada. 


PITNEY-BOWES 
MAILOQPENER 


4553 Walnut 
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Saves time for salesmen or executives—Victor Recordex 


Victor Recordex is always handy — on your desk, 
in your drawer, or in your briefcase. Twenty 8x5 
pockets hold 20 or 40 records. Protected visible 
margin permits use of Victor colored signal 
system. Victor stock card forms cover most any 
record you will need. 

Perfect for record summaries or any of a 
dozen different types of records. Available with 
or without removable pockets. Mounted in a dur- 
able gray pressboard folder with center guide tab. 


Speeds up all office sorting and 
temporary filing—the Victor Sorter 


Fr Sorting is an easy 
one-hand operation. 
The 25 adjustable 
dividers shift with 
varying volumes. 
Protected tab labels 
hold any index. 
Check or Letter size 
in gray enamel. 
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Avoids “busy office” confusion— 
the Victor “In and Out” Indicator 


It tells instantly if : 7 
“Jones” is in or when _ 
he will return. Panels 
available for 28, 56, or 
84 names — each pro- 
tected by a transparent 
celluloid tube. Ideal for 
any busy switchboard or 
receptionist. 
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The results of Quality tests are written on 
this ‘Instan-Form’ transceiver instantly and 
simultaneously to all departments concerned. 


Formerly when material was received by York Corporation 
it took one to two days to get final inspection information to 
all departments involved; this delayed acceptance of Pur- 
chased Material. 


Now, York speeds receiving inspection analysis and report- 
ing with TelAutograph” ‘Instan-Form’ Communication System. 
As soon as material arrives at the receiving areas all sec- 
tions (five departments ) are instantly notified via an ‘Instan- 
Form’ Communication System. To expedite and improve re- 
porting, three inspection groups telescribe inspection analysis 
and results on pre-printed Inspection Reports to two depart- 
ments instantly and simultaneously. 


Here’s what ‘Instan-Form’ does for York Corporation: 
1. Accomplishes in minutes what formerly took one to two days. 


2. Eliminates multiple part hand written forms and their hand 
passed distribution freeing inspectors for more constructive 
work, 


3. Supplies a permanent record for departments concerned and 
eliminates oral misunderstandings and resulting losses. 


Your company, too, can benefit from TelAutograph, the only 
communication system that instantly and simultaneously 
transmits handwritten messages to one or more selected sta- 
tions, near or far. Write for free literature, Dept. MM-57. 


TelAutograph ‘Instan-Form’ Communication Systems 
improve: Materials Control, Centralized Accounting, 
Quality Control, Centralized Filing, Sales Orders, 
Transportation Control, Message Service 
and Production Control, 
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Inadequate profit sharing system 
invites inventory manipulation 


Incentive is lost when participating 


employees are not justly rewarded 


by Louis H. Pilié, C.P.A. 


Barton, Pilié, Jones & Wermuth, New Orleans 


me Profit-sharing plans, if wisely con- 
structed, mean more profit for the company, and 
larger earnings for the participants. But if such a 
plan does not encourage incentive on the part of 
those who operate it, the whole concept is defeated. 

This principle became clear to the auditor of a 
large retail chain who accidentally overheard a 
conversation. He heard a branch manager being 
told of the possibility of earning a near-maximum 
annual profit by a simple manipulation of the 
inventory record. Here was the flaw in the system: 
the branch manager, chief participant in the plan, 
wasn’t rewarded adequately after profits in his 
branch reached a certain peak figure. 

In other words, there was no personal incentive 
for going “all out” for the company. If he did go 
over the peak, however, he was able to save some 
of the profit for the following year by underpricing 
his inventory. If he didn’t reach the peak, he could 
just as easily overprice his inventory. Juggling of 
inventory records was possible because the company 
maintained no controls over branch inventory taking. 

When the Board of Directors became aware of 
the loophole in the plan, they took immediate action. 
A newly constructed plan went into operation within 
three months. The Board did not change the rates, 
graduating scales, or minimum-maximum figures of 
the plan. Instead they added a bonus arrangement 
for managers and their assistants who complied the 
best annual improvement in sales. They also insti- 
tuted a competitive control on year-end inventorying. 

The bonus system was set up to reward the ten 
managers and assistants who showed the most im- 
provement. The branch store which was rated best 
received 10% of the profits over the established 
profit norm. This was shared on a basis of 75% 
for the manager and 25% for the assistant. The 
second best branch received 9%, etc. 

The new inventory system required that managers 
and assistants of other branches supervise the inven- 
tory of their rival branches. These persons were 
assigned the responsibility for retail pricing, mark- 
ups, mark-downs, mark-offs, thus putting a check on 
inventory price manipulation. The resident man- 
ager, or his assistant, was also required to be present 
at the inventory takings. m/m 
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CALCULAGRAPH 


figures elapsed time accurately 








Reliable job time records are essential for com- 
piling correct cost data, estimating reorders and 
checking on production efficiency. One sure way 
to secure accurate to the minute, 
dependable time costs is to use 
Calculagraph automatically-figured 
elapsed time records. Calculagraph 
gives you total elapsed time, 
starting and finishing time and 
date on a permanent, printed 
reference card. Eliminate losses 
due to inaccurate job time cal- 
culations by using Calculagraph 
to time your operations. 







—_> 


<= 


ra | \ 


Agents in Principal Cities 
Ask for a Demonstration 
Call or Write Dept. 310 


& CALCULAGRAPH COMPANY 


= | SUSSEX STREET, HARRISON, NEW JERSEY 





(Circle 857 for more information) 


methods 

















Key to higher profits... 


EMERSON ELECTRIC CO. 
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$200,000 


SECOND YEAR 
$200 000 


FIRST YEAR 
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mum The vast difference be- 
tween “deferred” and all other types of 
profit-sharing and pension plans is that 
deferred programs combine the best 
features of an incentive plan with a 
retirement program. At the same time, 
a deferred plan permits the full con- 
tribution of the company to grow with 
the economy. Thus, while not obligat- 
ing the company to a fixed dollar con- 
tribution, the deferred plan is capable 
of creating the greatest cash estate for 
each participant, from president down, 
of any retirement program now in use. 

The phrase “the greatest cash estate”’ 
is used advisedly. It should be remem- 
bered that contributions to the fund 
are obtained in three ways: 


1. Employer contribution of up to 15% 
of the total payroll of the participating 
employees. 


2. Earnings and appreciation of the 
profit-sharing trust. 


3. Forfeitures by employees who leave 
before becoming fully vested. 


Let’s examine what these contribu- 
tions mean to the individual involved. 
We recently had Gordon A. Rambert, 
a profit-sharing consultant, obtain for 
us the following figures in support of 
the statement concerning 
“greatest cash estate.” His figures are 
based on a plan in effect for ten years. 
He used the basic assumption that an 
employee had a profit-sharing credit of 
$400 annually, which earns 10% or 
more annually through dividends com- 
pounding quarterly, through securities 
profits, and by appreciation of secur- 


foregoing 


ities as well as a 5% gain due to sever- 
ance of non-vested employees. 

Here is the 

cash result for this one employee: 

$19,000 in 15 

$40,000 in 20 


i 

i 
$85,000 in 25 
$173,000 in 30 
i 
i 


fantastic — but true — 


years 
years 
years 
years 
years 
years 


$350,000 in 35 
$700,000 in 40 


by Tyler Kay, President 
Mutual Funds Center, Buffalo, New York 


How the company benefits 


It should be remembered that any 
employee of a company par- 
ticipate, including stockholder execu- 
tives. In addition, the employer may 
deduct contributions, before taxes, up 
to 15% of the participant’s pay. The 


may 





participant pays no tax until he re- | 


ceives benefits after retirement. And, 
last but not least, the income from the 
funds in trust is tax-free. 

In cases where a company already 
has an insurance-based pension plan, 
the deferred plan may be consolidated 
with it or run parallel to it. 

It is in the field of increasing pro- 
ductivity, however, where a company 
can realize its maximum return from a 
deferred profit-sharing plan. This is 
best demonstrated by the profit picture 
in most companies in the years right 
after installing profit sharing. 


Three typical case histories 


Perhaps the most spectacular of these 
is the Emerson Electric Company. At 
the end of one year of operation of its 
profit-sharing plan, the company dis- 
tributed $12,000 to employees. The fol- 
lowing year, that figure skyrocketed to 
$200,000 and at the end of three years, 
the pool was increased to $1,250,000. 

The profit-sharing plan worked a 
minor miracle for the General Controls 
Company, Glendale, In 
1943, this company was at the brink of 
financial disaster. Sales for that year to- 


California. 


taled only $1,000,000. A profit-sharing | 
plan was put into operation by the four, | 


Ray brothers, principal owners, and in 
just ten years, business has reached the 
twenty-million dollar mark. 

One of the oldest profit-sharing plans 


is the highly successful operation of | 


Willoughby’s, the world’s largest 
camera store. Their plan was instituted 
in 1926, and has been responsible for 
the distribution of $5,500,000 to em- 


ployees since that time. During the 
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CHART -PAK means 
ORGANIZATION CHARTS 


that are easy to make, inexpensive 
and can be corrected in seconds 


Chart-Pak is the new, better way to make 
Organization Charts. By using adhesive-backed 
Rectangles and rolls of self adhesive tape and 
a Plastic Board, amyone can do professional 
quality work. The Rectangles may be removed, 
repositioned and replaced easily, quickly. This 
means charts can be up-dated without recon- 
structing the entire chart. Charts may be con- 
structed and corrected in your office in strictest 
confidence. 

Charts made with the Chart-Pak method 
may be reproduced by all standard 


pes 
tocopying and printing processes. Send 
coupon today for further information. 
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Special orders for the Texas-oilman 
trade? Guess again. 

Fact is, each is priced below competi- 
tion. The factory’s turning out several 
thousand this month, for a new customer. 

Unfortunately, the gold-plating doesn’t 
show up on the product. Or anywhere else. 
It’s concealed in a cloud of figures covering 
a month’s operations for the whole fac- 
tory. Weeks from today, somebody’|1 dis- 
cover that the company lost money on the 
order ... maybe even how much money. 
But the damage is done now. 

This story could have had a happy end- 
ing — with Keysort punched-card account- 
ing. Keysort job-costing cards could have 








computed a correct, profit-included selling 
price. The same cards would have shown 
the plant manager how costs were running 
at each step in manufacture. He’d have 
spotted any impending loss on time... 

used his know-how to eke out a profit. 

A McBee Keysort installation can give 
you comprehensive, accurate reports on 
every phase of factory operation, and give 
them to you fast. On your desk monthly, 
weekly, daily — as your needs require. 
Whether you run an industrial giant or a 
100-man branch plant. At very low cost. 

The McBee man near you can show you 
how it’s done. Jt will take him one hour, 
from start to finish. Phone him or write us. 
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Gentian d-cnrd accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio * Division of Royal McBee Corporation 
Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 
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Tax advantages of a profit-sharing plan: 


Although present and future benefits to employer 
and employee alike are primary considerations 
which influence the decision to install a Profit 
Sharing Plan, according to a new booklet re- 
leased by the Phoenix Mutual Life Insurance 
Company, there are several definite tax advan- 
tages which go hand in hand with the operation 
of such a plan. These tax advantages for both 
business and employee should not be overlooked 
or minimized. 

Most important, insofar as the business is con- 
cerned, is the fact that employer contributions 
are deductible when made. This means, for ex- 
ample, that a contribution of $50,000 by an em- 
ployer to the Profit Sharing trust, is actually 
a contribution of only $24,000 by a _ business 
which falls in the 52% income tax bracket. The 
balance of $26,000 is represented by a decrease 
in taxes. 

A second tax advantage to the business is the 
ruling that except for certain transactions, trust 
earnings are not subject to income tax. 

Employees, too, receive specific favored tax 
treatment in that their accumulations in the plan 
for retirement benefits are not subject to income 
tax when the contributions are made—but only 
when benefits are received. Furthermore, if de- 
sired, their Profit Sharing accumulations may be 
taken at retirement (or severance) under the 
favorable capital gains method. 





same period, dollar volume of the busi- 
ness has increased 3,000%, and the 
number of employees quadrupled. ‘The 
plan has been so successful that not one 
profit-sharing distribution has been 
missed—even during the depression. 
Once profit-sharing goes into opera- 
tion, employers soon sense an improved 
atmosphere of enthusiasm in their em- 
ployees. Productivity, sales, and profits 
jump ahead. The combined experience 
of all profit-sharing companies shows 
that their plans have resulted in in- 
creasing profits through: 
40% to 100% increase in efficiency 
or production of employees 
2. Sharply reduced labor turnover. 
The elimination of both absenteeism 
and lateness. 
4. Better care of company equipment. 
5. Improved labor relations. 
6. Tremendous reductions in_ reject 
and salvage material. 
7. Constructive suggestions trom em- 
ployees aimed at substantially im- 
proved production techniques. 
8. A startling rebirth of enthusiasm by 
the sales force to market a more sale- 
able product or service. m/m 
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es [ast §=year, General 
Motors Corporation paid out more 
than two million dollars in Suggestion 
General 
Motors considered this a good invest- 
ment as it paid off in more efficient 


operating methods, safer and_ better 


Awards to its employees. 


working conditions, and improved em- 
ployee morale. 

Few firms can expect to match GM 
in suggestion plan volume; but there is 
little doubt that an efficient program 
can mean substantial benefits to a busi- 
ness of any size. Based on the principle 
that a person working on a specific job 
is frequently in the best position to see 
ways of improving that job, the GM 
Suggestion Plan provides the workers 
with the opportunity of offering prac- 
tical ideas for improvement. 

In all General Motors plants, sug- 
gestion blanks are made available to 
the employees through suggestion boxes 
located conveniently in all areas of the 
plants. The Suggestion Chairmen make 


it a point to keep an ample supply of 
blanks in each of these boxes at all 
times. Also, in some plants, each super- 
visor keeps a supply of suggestion 
blanks on hand for direct distribution 
to employees. 

A Suggestion Committee usually con- 
sists of three to five people, and repre- 
sents such departments as Engineers, 
Safety, Standards, Production, Master 
Mechanics, Accounting, and Personnel. 
Committee members are men _ high 
enough up in the organization to have 
sufficient experience to enable them to 
do a good job of evaluating and ap- 
proving suggestions. 

The action taken on every suggestion 
varies both according to the type of sug- 
gestion received and according to the 
way it is handled in the individual 
plant. Generally speaking, suggestions 
are picked up from the suggestion 
boxes several times weekly. They are 
taken to the suggestion office where 
they are registered and acknowledged 
to the suggester, either by letter or by 
personal contact. 


Evaluating suggestions 


A complete investigation of every 
suggestion is made by the Chairman or 
one of his investigators. A recommenda- 
tion for acceptance or rejection is then 
made for Committee action. Of course, 
sometimes the Chairman rejects the 
suggestion himself, where it is obviously 
of no value. 

It is general practice when making 
the investigation to consult both the 
suggester and his supervisor. It is very 
important that the supervisor be made 
aware of, and have a chance to discuss, 
suggestions for improvements in his de- 
partment. If the Committee accepts the 
suggestion, it is adopted and a suitable 
award is made to the suggester. No 
awards are made, however, until the 
suggestion has been put in use. If the 
suggestion is rejected, a thorough ex- 
planation is made to the suggester as 
to why his suggestion could not be 
used. In most instances, this explana- 


Higher rewards yield more suggestions 
and bigger savings for General Motors 


tion is made both by letter and by per- 
sonal interview, and the supervisor is 
likewise advised. 

The GM Plan separates suggestions 
into three categories. These are defined 
by the nature of the suggestion — 
whether it will produce time or mate- 
rial savings or act as a safety or house- 
keeping improvement. Each of these 
categories offers a different monetary 
award range. 

The Class “A” suggestion is for labor 
and/or material savings. The award is 
one-sixth of the total gross savings in 
the first year of operation, with a maxi- 
mum award of $2,500. An example of 
a Class “A” 
inspector of the Chevrolet-Flint Manu- 


award involves a salvage 


facturing plant. 

The inspector noticed that the stock 
used in the press that cuts out gas 
tanks was an inch wider than necessary. 
There was one inch of metal, 117 
inches long, that was not being used. 
He suggested that the stock specifica- 
tions be changed to save this metal. He 
received the $2,500 maximum award 








BORED ? 


. . « with those tired-looking letter- 
heads of yours? If you're jealous 
every day over the handsome letter- 
heads that come across your desk 
. - « here’s an easy way to make 
sure that any change you make 
will be a change for the better. 
The Rising Paper Company, mak- 
ers of “Fine Paper At Its Best” 
offers you a unique service at ab- 
solutely no cost to you. It will be 
happy to send you a portfolio of 
“New Letterheads of the Season” 
. - - culled from the leading print- 
ers, coast-to-coast. Here’s your op- 
portunity to determine just exactly 
what style of letterhead is best 
suited to your own individual 
business, Choose your sample... 
it will show your printer exactly 
what you have in mind. For your 
free copy of “New Letterheads of 
the Season”... 
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on the Reader Service Card 
for more information 




















Ideal for expanding out- 
grown filing systems. This 
movable clamp-on guide has 
1001 other office uses to 
save time and _ improve 
your filing. 


Available in 1 or 2 inch 
widths. Packed 25 to box with 
labels in strips for easy typing. 
Also alphabetic labels to 200 


subdivisions. 
See Your Office 


Supply Dealer 
or Write 


CHARLES C. SMITH, INC. 
EXETER, NEBRASKA 
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shortest 
distance 


Planned work 
centers for records 


‘* too active for file drawers 





Records ROLL...to the seated 


operator |! 


Speed record handling . . . increase efficiency 
... cut costs 25% to 55%. ROL-DEX provides 
organized work centers in which all records, 
forms, and auxiliary equipment are at desk 
level within easy reach of the seated operator. 


ROL-DEX is built to fit your needs, large 
or small... and you use your present rec- 
ords . . . no new forms to buy,—nothing 
to retype! 








WATSON MANUFACTURING CO., Inc 
Rol-Dex Division, Dept. E-! 


; Jamestown, New York 
; Please send me information about ROL-DEX record units. 
a ak acceded ctepenancanvibtsvtaresnsisoashas oprecabintnianshe 
u oc eae h ae ROPE TARP wt 5 . 
; ee scsi voobitle. (ater, lp 
: ec I sasscepniciie ai d 
: Sy... State 
is des Sib ns Wi at a te dis cn ee Oe Gn a ee en ee ee ee een a 
WATSON (established in 1887) also builds a complete line of filing 
cabinets and courthouse, bank and hospital equipment. 
(Circle 895 for more information) 
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Year Submitted 





1942 57,464 
1943 123,154 
1944 115,884 
1945 69,987 
1946 29,706 
1947 47,041 
1948 55,007 
1949 67,625 
1950 93,190 
1951 140,830 
1952 144,890 
1953 181,592 
1954 192,030 

Total 1,318,400 


Adopted Awards 
7,468 $ 259,331 
22,884 954,744 
28,393 1,138,656 
21,801 776,341 
6,891 237,978 
11,185 418,446 
13,880 589,38! 
16,597 687,562 
23,293 975,196 
30,758 1,516,533 
33,863 | 678,372 
46,503 2,419,710 
46,995 2,467,514 
310,511 $14,119,764 


Maximum Award: 1942-50 (775); 1951 (35); 1952 (39); 1953 (60); 1954 
(74). 
Average Award: 1942 to date — $45.47; 1954 — $52.51 





After falling off in the post-war years from the defense production peaks of World War Il, the 
Suggestion Plan steadily increased in scope to reach new records last year. Maximum awards of 
$2,500 were made to 74 employees, and the number of suggestions rose to a high of 192,030. 


for this money-saving suggestion. 

The Class “B” suggestions pertain 
to safety, working conditions, quality 
of production, etc. The benefits from 
this type of suggestion are intangible 
in nature and awards range from $10 
up to $25. 

An employee of the Baltimore plant 
of the Chevrolet Division suggested that 
a receptacle be installed beneath the 
soaping rack for a tire-mounting opera- 
tion. Previously, soap drips had caused 
a slippery floor at this location. With 
the installation of a drain board and 
bucket, the hazard of slipping was re- 
moved. The employee was awarded a 
$25 U.S. Savings Bond. 


The Class “C” suggestion is similar 


to the Class “B,” but is given for sug- 
gestions of exceptional merit which de- 
serve a special management award. 
The minimum award in these cases is 





Typical suggestion box at a General Motors plant. 


$25 and maximum may reach $2,500. 

For example, a maintenance man 
at the Tarrytown plant of Fisher Body 
Works suggested that a safety cable of 
his own design be installed on the 
Body Transfer Hoist. His suggestion re- 
sulted in less breakdown time, less dam- 
age to bodies, and improved opera- 
tion of the hoist. His award was $150. 

The Suggestion Plan activity comes 
under different departments in different 
divisions of GM. In most instances, 
however, it is controlled by the Person- 
nel Department. The Suggestion De- 
partment size varies with size of the 
plant and the volume of suggestions to 
be handled. In a typical GM _ plant, 
there might be a Suggestion Supervisor, 
2 or 3 investigators, and a stenographer. 

Besides being an excellent method 
for increasing efficiency and extra in- 
come to employees, the effective Sug- 
gestion Plan Program results in im- 
provements of safety and working con- 
ditions. It also presents a means for 
helping employees to develop and show 
their creative initiative. It can be used 
by management as a barometer of an 
employee’s progress, and a guide for 
promotions. Most important, however, 
is that it promotes the principle that 
industrial progress depends, in a large 
measure, upon the ability to produce 
more with the same amount of mate- 
rial and human effort. m/m 
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diagnostics 


FOR MANAGEMENT 


by Leslie M. Slote 


Ass't. to the Pres. Norden-Ketay Corp. 


Management and Labor Relations Consultant 


question: 

We 
stoppage when we 
“cracked down” on tardiness. Dis- 
charging a chronic offender almost 
led to a strike. What are other firms 
doing about lateness? 


averted a_ work 


month 


narrowly 
last 


answers 

Tardiness is a widespread abuse, but 
analysis of cases in a number of com- 
panies shows that the fault lies pri- 
marily with management. It was found 
that none of these companies has a 
specific method of applying its tardi- 
ness policy, and all of them tolerate 
lateness on occasion. 

The first line supervisor is the key 
figure. He is primarily interested in 
getting the work out. Although many 
of his mediocre or undesirable people 
are often late, some of his best workers 
also offend. Lateness in most cases be- 
comes a habit. Rather than penalize his 
own production by taking disciplinary 
the 
showing favoritism towards his good 


action, or antagonize group by 
workers, the supervisor merely repri- 
the 
When it becomes too intolerable, some 


supervisors determine to make an ob- 


mands, and practice continues. 


ject lesson of a persistent offender by 
attempting to discharge him. 

If the penalty is carried out, it only 
acts as a temporary stop-gap. Usually, 
in circumstances like these, it can be 
successfully contested by the Union. If 
brought to arbitration the outcome is 
uncertain, with the odds against the 
company. An arbitrator considers the 
individual employee’s record, the cir- 
cumstances of the particular case, and 
the pattern as a 
frame of reference. What 
the arbitrator in his ruling, other than 


over-all company 


choice has 
finding the penalty too severe, if the 
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The NEW Model 205 
Microfilm Recorder 


For situations in which you 
want a separate recorder, we 
recommend 
equipment. It’s actuallya 
Micro-Twin with the Reader 
removed, thus giving you ex- 
tra working space. 
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The Micro-Twin 
Recorder-Reader 


Here is the revolutionary new 
microfilming machine that has 
put the penny back into busi- 
ness! Imagine—a recorder and 


reader 


than you’d expect to pay for a 
recorder alone! 
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Belle Howell 


MICROFILM EQUIPMENT 


ew! 


» 


this compact 


» 


in one .unit for less 


We've got the low-cost answers 
to your microfilming problems! | 


If you keep records, here’s the greatest micro- 
filming news in years! 

Whatever your needs, Burroughs and Bell & 
Howell bring you a new, modern low-cost line 
of microfilming equipment to do the job quickly, 
efficiently and economically. The bellwether, of 
course, is the marvelous Micro-Twin Recorder- 
Reader in one unit. And now, to accommodate 
businesses of every size and nature, we proudly 








SOLD AND 


Burroughs 


SERVICED BY 


Whatill you h 





WHEREVER THERE’S BUSINESS THERE'S 
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The NEW Model 206 | 
Microfilm Reader | 


For times and places where 
separate, portable Readers are 
needed. Weighs only 16 
pounds, projects 8-, 16-, or 35- 
mm. film with same lens and 
film guide. Image can be com- 
pletely rotated on screen. 


present the new Model 205 Recorder and the 
new Model 206 Reader. 

These units increase your record-keeping effi- 
ciency with: automatic endorsing, automatic 
feeding, exclusive indexing meter, choice of 
reduction lenses, notable film economy and 
clear viewing. Ask our branch office, listed 
in your phone book, for a demonstration. 
3urroughs Corporation, Detroit 32, Michigan. | 


“Burroughs” and “Micro-Twin” are trade-marks 





Clear your desk for 


action 


with the worlds most advanced kind of dictation ! 











TURE BY KNOLL ASS ATES 


The Dictaphone’ PRESIDENT with remote Power-Control 


At your fingertips is the best electronic dictating with push-button ease. You start, stop, mark correc- 

equipment in the world. Yet all you have on your desk tions, indicate end of a letter, play back through built-in 

is a streamlined hand mike resting on its compact base. speaker or microphone, and automatically review your 
It’s the latest in automatic dictation—the Dictaphone last few words of dictation. 


‘“PRESIDENT.”’ To clear your desk of work as it comes up, 
simply pick up the mike and dictate. At your secretary’s 
desk, it’s recorded by the Dictaphone TIME-MASTER 
dictating machine on clear Dictabelt records. 


For executives who must have the latest and finest 
in efficient dictation, the Dictaphone ‘“‘PRESIDENT”’ is 
well worth its slightly higher cost. Mail the coupon 
for complete information—or a free trial of the 











lhumb-tip controls give you complete command “PRESIDENT” on your own desk 
@eeeeeeceoeoeeeoeaeeaeeeeeeeed @ 
@ JL Please send me your illustrated booklet with complete details. 
sinidieitentbeies (] I would like to try the Dictaphone “PRESIDENT” on my own 
e desk. No obligation, of course. 
120 Lexington Avenue e 
3 : , Name 
New York 17, New York e 
Firm . 
DICTAPHONE, TIME MASTER AND DICTABELT ARE RE SISTERED TRADE-MARK ° 
F DICTAPHONE CORPORATION ¢ Address 
(Circle 864 for more information) 








company’s past practice has been to tot- 
erate tardiness? Even if a particular 
violator had been warned, it might not 
have been construed as sufficient warn- 
ing prior to discharge. 

The first step, by way of correction, 
is a re-appraisal of company policy re- 
garding lateness. The second step is to 
formulate and communicate a specific 
interpretation of policy, and the third 
step is to enforce it through consistent 
and equitable application, 

Preparation of the detailed interpre- 
tation should be a by-product of a 
round-table conference with first line 
supervision. Make sure they under- 
stand the meaning of the policy and 
how and when it will be applied. 
Above all, let them know that manage- 
ment is determined to put a stop to 
lateness. Although policy in different 
companies will vary, one company with 
an acute problem used the following 
formula very successfully: 


A single unexcused lateness: verbal 
warning. 


Two unexcused latenesses in any con- 
secutive 30-day period: written 
warning. 


Three unexcused latenesses in any 
consecutive 30-day period: 2-day 
suspension. 


Four unexcused latenesses in any con- 
secutive 30-day period: dismissal. 


In addition, each case of unexcused 
lateness incurs loss of pay for time not 
worked. It is important to spell out 
what excused lateness means, and that 
the excuse must be acceptable to the 
supervisor. Examples are transporta- 
tion breakdown (not routine delay), 
illness at home, unusually severe 
weather conditions, etc. Lateness pol- 
icy must also be tied in with absentee 
policy, or the tardy worker will take a 
day off rather than suffer a more severe 
penalty for his lateness. Lateness of one- 
half a working day should be construed 
to be an absence. 

The next step is to communicate 
your interpretation of policy to all em- 
ployees. Post a written notice on the 
bulletin board in a conspicuous place, 
and allow a week before enforcing it. 
The final steps are up to the super- 
visor, who must be supported by man- 


methods 


agement. The supervisor must keep an 
employee record of each lateness and 
the action taken. Although excused 
lateness is not punishable, it should be 
recorded, because the habitually late 
employee can then no longer offer ac- 
ceptable excuses after a short while. 
Ihe Personnel Department polices 
the entire administration of policy, and 
is formally brought into the picture at 
the written warning stage. Personnel, 
with the supervisor there, counsels the 
employee in an attempt to help him 
before it is too late. The idea is to help 
the worker to be punctual, rather than 
wait to catch him and impose disci- 
pline. Often, visual display of the of- 
fender’s record has a salutory effect. 
Constant alertness must be experienced 
to make sure that all tardy personnel 
(unless excused) are disciplined, and 
that the disciplinary measures are ap- 
plied consistently and uniformly 
throughout the organization. 


questions: 


With reference to your recent 
articles on functional organization, 
what is the function of “staff”? in the 
organization structure? 


answer ¢ 


Basically, the staff was derived from 
the military type of organization struc- 
ture, in which staff played the primary 
role of supporting the line operation. 
Che adaptation of the staff concept to 
corporate structure retains the same 
functional relationship. The staff as- 
sists the line operation by providing 
three integrated services: (1) it supplies 
pertinent information and facts needed 
for reaching a decision; (2) it acts in 
advisory capacity by studying and ana- 
lyzing situations and problems, and 
then making recommendations; (3) it 
accomplishes assigned tasks, projects, 
or responsibilities by using the author- 
ity of knowledge and practice of good 
human relations to gain willing accep- 
tance on the part of the line operation. 
You should set up organization so that 
staff units or positions cannot assume, 
or will not be delegated, line operation 
functions and responsibilities. m/m 
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more time-saving, work-saving features 


than any other 10-key machine 


COMPTOGRAPH 








The All-New, All-Electric Calculating-Adding Machine 


figures faster than you think. Unusuatty quiet in 
operation, yet fully one-third faster than most 10-key ma- 
chines. You get clear, accurate answers to every business 
problem involving addition, subtraction, multiplication and 
even division. Get a demonstration on your own figure 
work—simply mail the coupon below. 
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SUPER-FAST—Operates at startling iM sanelielicn i 

speed of 202 printings per minute — waren “meng 

figures faster than you think. a - 
UNUSUALLY QUIET — Rotary ACTION, = [RBBB coccccccccccceecereeceeeeeeeeeeeeerrecesessreseeees coce VISI-BALANCE WINDOW — Automat- 










combined with exclusive Segment 
printing, eliminates annoying clatter 
usually found in ordinary machines. 


ically registers and continually 
shows true debit or credit balance 
at all times. 
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COMPACT KEYBOARD — ‘Scientifically 
grouped to minimize lateral move- 
ments of fingers. It eliminates lost 
motion of arm and hand. 








eC Nt HF NZ 
ERASE TAB-BACKSPACER—A touch 
of the tab wipes out unintentional 
mistakes. Saves correcting of 
printed tape; permits division by 
subtraction method. 















TWO-COLOR PRINTING—Comptograph 
automatically prints all debits in 
black, all credits in red. 






FELT & TARRANT manuracturinc company 
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1712 N. Paulina St., Chicago 22, III. 


Gentlemen: Without cost or obligation— 
| want more information about the new COMPTOGRAPH “202” 
Please arrange an office demonstration 
Please arrange for a free office trial 











Name 






Company 
Address 
City Zone State 


Other products of Felt & Tarrant Mfg. Co.: the COMPTOMETER® DICTATION MACHINE and the COMPTOMETER® 
ADDING-CALCULATING MACHINE. Offices in principal cities and throughout the world. 
(Circle 867 for more information) 
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VISIBLE 
PHOTO PANELS 


the quick, easy way to reproduce lists 








Save time and expense of typesetting; your type- 
writer is your compositor. Each line typed on 
individual card. Revisions quickly made, listings 
added or deleted, page arrangements changed 
and illustrations or headings added. Always 
available for instant reference or use, easily kept 
up to date in your office and under your control, 
conveniently and compactly filed. 
Reproductions can be made any proportionate 
size and printed by offset, planograph or other 
methods of commercial or office reproduction. 





Ask Acme for details. Find out how much time 
and money you can save with Acme Photo Panels. 





ACME VISIBLE RECORDS, INC. 


CROZET, VIRGINIA 





- aa. a EN 
REPRODUCE 
DISTRICT OFFICES AND REPRESENTATIVES IN PRINCIPAL CITIES 
(Circle 850 for more information) 
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thought starters 


Thought Starters deal with a “practical solution to a management problem.” The 
Editor invites contributions—which are paid for at our normal space rates. 
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Vacation survey reveals plan- 
ning problems and solution 


If you establish a clear vacation 
policy beforehand, you can solve yout 
company’s vacation problems, accord- 
ing to the Research Institute’ of 
America. In a survey of 1,000 firms, the 
Institute reviewed such questions as 
length of vacation, eligibility, stagger- 
ing of vacations, and shutdowns. 

Market uncertainties are the domi- 
nant problem in considering vacations 
this year, the survey points out. Subtle 
changes in consumer buying habits, 
sometimes spurred by promotional ef- 
forts, have so altered seasonal patterns 
in some lines that some firms are al- 
ready changing their shutdown season. 

A wrong guess about when new 
orders will be coming in can be serious. 
If there is any doubt about the trade 
picture, you might consider taking 
these three steps: 

1. Check major customer groups and 
key accounts. Your sales force may find 
that many accounts expect to order 
from you just when your production 
line is easing off. 

2. Contact major suppliers. Check to 
make sure you won't be hit by delays 
in ordering materials, especially if your 
operations plan differs this year. 

3. Compare your vacation plans with 
those of your competitors. If there is 
any significant difference, make sure 
there are no elements in the picture 
that you have overlooked. 

On the question, “Are vacations 
spreading through the year?”’, reporting 
companies were about evenly divided. 
Regardless of your own past practice, 
it may be worth-while to consider the 
following steps others are taking: 


Summer vacations only: This plan 
has been most advantageous for com- 
panies with slow summer seasons and 
sharp fall and winter pickups. The ad- 


vantage is the employees return re- 


freshed for your busy season. 


Controlled staggering of vacations: 
An increasing number of companies 
are spreading the vacation season from 
April through November. Production 
is relatively unimpaired and employee 
morale kept high. 


Off-season vacations: If the summet 
months are expected to be better than 
most, after-the-ssummer vacations will 
clearly be advantageous. While em- 
ployee resistance must often be over- 
come, a few firms see such great advan- 
tage in it that they give bonuses to en- 
courage the idea. 


Split vacations: Although not permit 
ted by most firms, these are sometimes 
the only means of keeping key people 
working during rush periods. 

The survey shows that 40° of re- 
porting firms plan to shut down this 
year, while 60% say they will not. If 
you shut down—and have had tempor- 
ary lay-offs in the past year—the In- 
stitute suggests that you consider plan- 
ning housekeeping projects that will 
give extra earnings to short-service 
people during the shutdown period. 
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How to prepare your 
employees for "good news'' 


Arthur Basescu, President 
Bassons Industries Corp. 
New York, New York 
Last Christmas we decided to launch 
a “share the ownership” program with 
our employees. It was planned as a 
surprise. Instead of regular cash 
bonuses, we _ distributed “common 
stock” in the firm. The surprise failed. 
We got an immediate and violent reac- 
tion that caused the first serious labo 
difficulty we had in 30 years’ operation. 
The stock coupons read “common 
stock, par value 50 cents.” A good por- 
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tion of our 200 employees interpreted 
this to mean each share was worth only 
50 cents. This was not true; the stock 
was selling over the counter for $2.50. 

After it was all over, we found that 
one worker had even offered to trade 
six shares for a carton of cigarettes. We 
questioned our white-collar workers 
and found that even some of them had 
no idea of the real value of the stock. 
We also found that two of the more 
sophisticated employees had done a 
thriving business buying up shares at 
$l or as they put it, “a 100% mark-up.” 

How did we go wrong? It was easy 
to figure it out after the fact. We had 
assumed that our employees knew the 
value of our stock. We had reasoned 
that because relations between manage- 
ment and workers had always seemed 
superb, our employees would welcome 
a chance at sharing ownership even 
without a full briefing. 

Our employee communications pro- 
gram had normally been very complete. 
We held regular meetings, enjoyed the 
fruits of a thriving suggestion plan, and 
had seen the active participation of 
our workers in new product develop- 
The 
workers were aware of our progress in 
replacing defense orders with other 
orders from some of the country’s larg- 


ment and_ business experience. 


est firms. They had helped us build the 
prototype of a plastic body automobile. 
Yet all this was forgotten when they 
their Christmas 
shares in the company. 


received bonuses of 


Che lesson we learned was this: even 


2. Sound out reactions. 
5. Have detailed explanations ready, 
1. Solicit immediate questions when 


the event occurs. 
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Ninety movable partitioned 
offices erected in 14 days 


The installation of free-standing par- 
titions to create private and semi-pri- 
vate offices for 90 employees of the 
McCann-Erickson advertising agency, 
14 working days. 








was completed in 
This is 66 days less than needed to con- 
struct ordinary plaster walls. 

The agency recently acquired addi- 
tional floor space to supplement their 
main New York The 11,600 
square feet of space obtained, was ob- 


offices. 


structed by interior structural columns. 

Using the structural columns as a 
starting point, an office layout was de- 
signed which effectively separated unre- 
lated department activities and, at the 
same time, maintained sufficient con- 
tact to permit adequate supervision. 

The steel partitions are topped with 
bandfrost glass for maximum privacy. 
It wasn’t necessary to modify the heat- 
ing, lighting, or air conditioning. 

For more information, circle num- 
ber 982 on the Reader Service Card. 
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Credit memorandum form 
simplifies procedures 








The pre-numbered form, prepared 
in booklets of 25, has effected great sav- 
ings in clerical cost. 

After completing the form, the clerk 
snaps out the first and third copies. The 
second copy is retained in the book as 
a permanent numerical file. The first 
and third copies are sent to the account- 
ing department, where price per dozen 
and totals are entered. Then the first 
copy is mailed to the customer. 


POSITIVE 


... recommended 
for all office 
machines... 
ESSENTIAL 
for 
electronic 
machines! 





GUARDIAN 


= 


The bookkeepers use the third copy 
for posting the change in the customers 
account and they then file it in a special 
credit file. 
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Students begin careers 
during school summers 








To recruit well-screened college 





RIGIDITY 





OFFICE MACHINE TABLE-STANDS 
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SYMBOLIC PICTURE OF SUCCESSFUL 
INVOICE CANCELING SYSTEM 








The kiss prints on this executive’s 
face tell a happy story. They were 
planted there by the gal whose job 
is to cancel paid invoices. 

She’s happy because her boss was 
smart enough to install a Cummins 
Perforator. Where formerly she was 
slave to a messy, tedious, one-at-a- 
time hand-stamping chore, she now 
cancels paid invoices—and their val- 
idating papers—simply by inserting 
them in the Cummins Perforator. 

This cancels the invoices and all 
supporting papers with holes you 
can read. All papers are marked — 
there are no skips or misses. The 
cancellation lasts as long as the 
paper it’s in. The canceled invoices 
can never be paid twice, nor can the 






canceled supporting papers be re- 
used to validate a duplicate or faked 
invoice. 

But even more important to the 
girl—it’s a neat, clean, dignified job. 
What’s more, it’s fast—she has more 
time for other things, is more helpful 
to the boss. 

Mail coupon for full information 
on Cummins Invoice Canceling. 





IN BUSINESS AND BANKS @® SINCE 1887 


OMmmins 


Poi CUMMINS BUSINESS MACHINES 
: Division of Cummins-Chicago Corp. 


Cummins be Dept. MM-75, 4740 N. Ravenswood Ave., Chicago 40, Ill. 
P ee | 
Business 4 Please send me full information on Cummins Invoice Canceling. 
Machines bs 
sales and f Nome ig Sais ne aa ad it 


service offices 
in principal 
cities 


Address of Business 





City 
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Name of Business 


State parte 
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graduates for permanent employment, 
Omar Inc., a leading midwestern bak 
ery in Omaha, Nebraska, offers sum 
mer employment to college students. 
During their three summers prior to 
graduation, they are put in a regulan 
company job. Those who “make the 
grade” are kept as permanent em- 
ployees after graduation. 

During the first summer, the student 
is assigned to a production job in the 
bakery. ‘This gives him the opportunity 
of learning first-hand about the com- 
pany products and the people who are 
responsible for them. The next summe 
is spent operating routes as a replace- 
ment for regular salesmen on vacation. 
[his phase gives the student a chance 
to learn company sales methods and to 
meet customers. 

The third summer is devoted to a 
specialization job based on the student's 
area of college study, preference, and 
availability of positions in the com- 
pany. Some of these areas are bakery 
maintenance, industrial engineering, 
accounting and = control, personnel, 
sales, and purchasing. 

The final portion of training takes 
place after graduation. The trainee may 
fill in any parts of the program he has 
missed and then he is assigned to a 
regular position. 

To illustrate the success of the plan, 
the company outlines the career of one 
1949 graduate, Jack Pfeiffer, graduated 
from Ohio State University in that year 
with a B. S. in Business Administration. 
He majored in Personnel and minored 
in Sales. He was assigned to the pur- 
chasing department in July, 1949. In 
January, 1950, he was promoted to As- 
sistant Buyer on the Central Office Staff. 
He became a Purchasing Agent in 
January, 1951, and was made Personnel 
Manager in May, 1953. At the present 
time he is engaged in an 18-month Per- 
sonnel Development Program for which 
he was selected in July, 1954. 
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Professional collection costs 
are examined in survey 








A survey of professional credit col- 
lection reveals some of the more im- 


portant cost considerations. Prepared 
for presentation before the National 
Retail Dry Goods Association, the sur- 
vey by Central Charge Service, Wash- 
ington, D. C., shows that the median 
figures for professional collection costs 
range from 31.5°, for stores with an- 
nual credit sales of $20,000,000 to a 
high of 44.5°, for stores doing between 
S51 to $2,000,000 of annual credit sales. 

In general, it was concluded, those 
on 


businesses that pay more than 35°, 
accounts collected by agencies or at- 
torneys should study the existing sys- 
tem for ways and means to reduce these 
costs. Other conclusions drawn by the 
survey include the following: 

1. If the number of accounts placed 
in the course of a year is more than one 
percent of the average volume of ac- 
tive accounts, then the appraisal of new 
accounts, authorization control, and 
the collection procedure should be re 
studied by the business. 

2. The costs of collection expense 
should be figured by including all court 
costs and suit fees, as well as commis- 
sions or other fees on the amounts of 
money collected. 

3. The cost of lawyers should be 
governed by the Commercial Law 
League Rates. One respondent stated 
that his attorney charges a flat 3314% 
which includes all fees and costs of 
suits. This is a common arrangement, 
but impractical if the average claim of 
the store is high. 

4. The average waiting time before 
placing an account for collection ranges 
from four months to four years. How 
ever, the largest number of respondents 
placed this waiting time between six 
and twelve months. 
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Thrift plan features incentive 
of 25% company contribution 








A thrift plan is being offered to Du 
Pont employees under which the com- 
pany will add 25 cents to every dollar 
they save. The plan, entirely volun- 
tary, sets up an incentive for employees 
to save money regularly and on a long- 
range basis through payroll deductions. 


methods 








The company will contribute to a trust 
fund 25 per cent of the amount saved 
by each employee. This money will be 
used to purchase Du Pont common 
stock for the individual. 

It works like this: Every eligible 
employee who wants to participate will 
specify the amount he wishes to save 
every month by payroll deduction. 
The minimum is $12.50 a month and 
the maximum is $37.50. The amount 
he specifies will be deducted every pay 
period and will be put into U. S. Sav- 
ings Bonds, Series E, for him. 

Every month the company will pay 
over to a trustee one-fourth as much 
as the amount deducted for each em- 
ployee. This money will be used by 
the trustee to buy stock monthly for 
his account, and dividends will be ap- 
plied to purchase more stock. When 
he accumulates a full share, it will be 
put in his name and, after the required 
holding period of two years, will be 
turned over to him. 

Since the purpose is to encourage 
sustained savings, the employee’s sav- 
ings bonds will be held four years, then 
will be delivered to him in annual 
installments. Stock will also be held 
for a minimum of four years from 
the time he enrolls in the plan, but de- 
livery thereafter will vary in accord- 
ance with the rate at which the stock 
builds up in his account. 

All employees with two years or more 
service are eligible. An employee can 
drop out at any time and get his money 
back in government bonds and the 
company’s contribution. However, if 
he drops out in less than a year, he 
loses his entire share of the company’s 
contributions. 

The program is subject to clearance 
with several federal agencies. It is 
expected that governmental approvals 
will be received in time to get the plan 
under way September 1. The company 
will pay all costs of administration. 
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''Automated" conveyor system 
designed for warehouse use 


A new test “automated” warehousing 
system utilizes electronically controlled 
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A distribution survey of 


Annual reports 


THE IMPORTANCE OF THE ANNUAL REPORT is subject to interpretation. 
Some companies have found it to be a valuable instrument for public 
relations. Others consider it little more than an annual chore and a 
dubious expense. We feel the following data compiled by William H. 
Collins, Director of Advertising for the Dravo Corporation, can give you 
an insight into what other companies are doing with their annual report 
and possibly be a guide for action. This summary is based on the return 
of 110 (or 73%) of 150 survey questionnaires sent to companies in every 
major industrial and commercial classification. 


Preparation 


Who plans and produces the annual 
report of your company? 


Own staff hs 95%, 
Public relations counsel 6% 
Financial public relations 

counsel 6% 
Advertising agency 4 7Q% 


LTT 


Which officer (or officers) in your 
company has primary responsbility for 
your annual report? 

PR Vice President or 


Director 54% 
President 379 
Chairman ‘ 7% 
Secretary 16% 
Treasurer 227, 
Controller... 22%, 


eR 


Distribution of annual report 


In addition to shareholders and com- 
pany executives, please indicate dis- 
tribution of the annual report to the 
following groups: 

Employees 


Regular Report 16% 
Special Report for 
Employees -- 30% 
Report in Employee's 
Publication 15% 
Regular Report on Request 6% 
None ZY, 
Security Analysts 17% 
Investment Banking Firms .... 83% 
Brokerage Houses 69% 
Mutual Funds 42%, 
Newspapers and Trade Journals 82% 
Financia! News Services 77% 
Banks & Trust Companies 65% 
Government 33% 
Company Sales Personnel 
(as “selling” tool’ .. 33%, 


Company General, Factory and 
Sales Offices ..... EE ak 
Groups or Individuals in 
Neighborhood Communities of 
Company Offices, Plants 


or Subsidiaries ... 41% 
Special Mailing Lists Prepared 

by Company Officials . 1% 
Upon Written Request from 

Public-at-Large 74% 
Colleges and Universities 63% 
Public Libraries . +: Tq 
“Exchange” with other 

oe a, MELE 54% 





Approximately how many copies of 
the annual report do you print? 

The 110 firms who replied print 
about 7,845,000 copies in total. 





How many copies are sent to indi- 
viduals and groups, other than share- 
holders, officers and directors? 

Combined distribution totalled ap- 
proximately 2,700,000. 





Note below any significant changes in 
annual report preparation policy (e.g., 
new report features) adopted within 
the past five years. 
Increased use of photographs 

and other pictorial 


illustration .... .. 4% 
Increased use of graphs and 

charts rr mae 38%, 
Increased use of color 33%, 
Simplified copy .... 30% 
More complete prese ntation of 

information . 7 a 


Addition of multi-year com- 
parative statistical 
tabulations 


General format improvements... 16% 
Typography improvements: ... 13% 
Shorter, more concise 

president’s message 





State briefly any change in the annual 
report distribution policy of your com- 
pany in the past five years: 
Distribution extended within 


| A edd yp EEO ED OT IOS 74% 
Distribution status quo ..... . 10% 
Cutbacks in distribution of 

annual TOEPOTE 22.6... 85s. 9% 


The following tabulation was made 
from the answers of those citing ex- 
panded distribution: 


Increased distribution 


GOR ik GH 33% 
Increased distribution to 

financial community ....... 27% 
Extended distribution to 

employees. . 055. ae 17% 





Do you publicize your annual report 
financial results (offering to forward 
free copies upon written request) in: 


Local newspapers ............ 70% 

General business, financial maga- 
zines and newspapers .... 90% 

Trade publications .......... 23% 


NOTE: The above breakdown is for 
29%, who indicated that their 
annual reports are publicized 
in ads; 71% responding to 
this inquiry said that they do 
not advertise the report. 





Cite results (specifically as possible) of 
increased annual report distribution 
(e.g., new stockholders; sales response 
where annual report is used as “selling 
tool,” effect on your community rela- 
tions program, etc.). 


General information 
1. Beneficial results noted from 


expanded distribution . 73% 
2. Impossible to measure, or 
haven't tried to measure 26% 


Those citing beneficial results, list the 
following: 
Improvement in stockholder 

og, I ED 26% 
Improved community relations 26% 
Increase in volume of compli- 

mentary mail and other 


CUMMINS ES ae 25% 
Better public relations ses 
Increased investor interest 16% 
Improved employee relations 13%, 
Beneficial sales influence 10% 
Improved customer relations 8% 
Valuable in foreign trade . oo ae 
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Globe-Wernicke’s new Streamliner Desks come 
in 76 models with a choice of 6 colors: seal 
gray, sea green, copper tan, olive green, grained 
walnut and grained mahogany. Such conveni- 
ences as nylon drawer glides for silent sliding, 
height-adjustable island bases, complete sound 
insulation and molded or square-edged tops make 





Illustrated: The New G/W Streamliner Desk Model No. 3M-76 FT now available at your dealers. 








you'll find GLOBE-WERNICKE office equipment everywhere ! 


the G/W Streamliner the most advanced metal 
desk in America today. The Streamliner is as 
handsome in the general office as it is in the 
executive suite—and what’s more it’s engineered 
for maximum work output. Check with your 
Globe-Wernicke dealer. He’s listed in the Yellow 
Pages of your phone book. Or write us direct. 
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CINCINNATI 12, OHIO 


MANUFACTURERS OF THE WORLD’S FINEST OFFICE EQUIPMENT, SYSTEMS, AND VISIBLE RECORDS 
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convevors. This reduces labor costs by 
9g 


50% and warehouse space up to 25% 
in the Colmar, Pennsylvania, plant of 
the Link-Belt Company. 

The new system provides the advan- 
tages of “bulk picking” while retaining 
the desirable features of conventional 
“order picking.” In addition to re- 
duced need for personnel and space, 
bulk picking offers better and more ac- 
curate inventory control, more efficient 
use of warehouse storage space, and re- 
duction in breakage, returns, errors, 
and similar warehousing headaches. 

This development is important to 
any industry or business which must 
warehouse and distribute case and 
broken lots of a wide variety of prod- 
ucts, such as chain stores, drug whole- 
salers and chains, and large manufac- 
turing companies. 

The conveyor system directed by 
electronic controls, provides a platform 
on which pickers can place and segre- 
gate a requested item together with the 
consignee’s address—which is contained 
on a tabulating card. It transports and 
then discharges each carrier load at a 
collecting station assigned to a specific 
destination for packaging, if necessary, 
and shipping. The discharge chutes are 
designed to act as temporary storage 
until the roving packing and shipping 
crew loads the trucks. 

In one warehouse using the conven- 
tional order picking system, 6,900 of a 
total line of 9,100 items were called for 
in the orders filled in one particular 
day. Over 35,000 picks at the reserve 
stock areas, picking racks, and _ bins 
were required to fill the orders. During 
the working day pickers traveled over 
one million feet to make the picks. At 
that same warehouse, using the auto- 
mated system, the identical orders 
could have been processed in one batch 
with only 7,000 picks while traveling 
only 10,000 feet. 

For more information, circle number 
906 on the Reader Service Card. 
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THE MANAGEMENT METHODS 


work 
center 


6é 


. « men and machines 
don’t work in a vacuum. 
Though you may saturate 
your Work Stations with 
skilled workers and 
modern tools, they can pro- 
duce efficiently only when 
‘community’ factors like 
traffic control, and ade- 
quate lighting, and proper 
communications — and 
even creature comforts — 


are properly integrated.” 
“integrated office 
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A simple solution to 


payroll department traffic problems 


How to reduce internal traffic in an area requiring privacy and security 


ms | here are “sore spots” 
in the physical layout of almost every 
department of every company that can 
be solved by intelligent office layout 
and design. When moving into new 
quarters, particularly, it is relatively 
if the office 
designer is properly briefed in advance. 


easy to eliminate them... 


An excellent example of this prin- 
ciple in action occurred when the 
American Oil Company recently moved 
into their new Amoco Building, in New 
York City. A close relationship was 
established, in the early stages, between 
Amoco officials and department heads, 
and their architect and designer, J. 


Gordon Carr. (next page, please) 





Photograph (below) was 
taken from a_ position 
near the vault looking 
towards the manager's 
office. Note the excel- 
lent control position of 
the assistant manager 
(behind glass window) 


who screens all visitors. 
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“Catch up on your copying at our expense!” 






Copease* 


PHOTOCOPIER 





- 
Trademark 

Yes, you can have a Copease Photocopier in your office free of charge or 

obligation. Just a nominal charge for the paper used. Use it for all that 

tedious paperwork that has been piling up. One of your secretaries can 

learn to use Copease in just 15 minutes. Copease handles routine copy- 

work without a single dial adjustment, and without regard for low- 

hanging fluorescents or bright sunlight. Your copies will be so clear and 

clean you'll often prefer them to the original. 


Prove that Copease copies everything—no exceptions! And do it at our 
expense for three days in your own office. Send order card today! Just 
check number 904. 


COPEASE CORPORATION + 270 Park Avenue, New York 17, N. Y. 


(Circle 904 for more information) 
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4a ege 
| | hated filing too, before CORRES-FILE.. 
: @nf ege e : “ua 
| now it’s laborless filing — and in half the time! 
i For 60 long years the 4-drawer file has been include the filing system too — because 
. er mag evil — since 1893 filing clerks Corres-File has become a reality. Designed 
' eee os — sh 84 Stoop- to fill a vital and specific need, Corres-File 
ng, kneeling, squatting — performing more poe ae ae oS, ea 
} like gymnasts than office workers. No won- comers — ” mo ot clerical — 
der the personnel turnover for filing clerks — aoe Ree YON filing — 
is the highest — and comparative efficiency ation up to new heights of filing speed, 
the lowest. But, at last, filing drudgery can efficiency — and economy. Send today for 


be eliminated. Office modernization can complete information. 


THERE'S A CORRES-FILE NEAR YOU - ASK FOR A DEMONSTRATION TODAY! 


I Nd 
I'm interested in knowing more about Corres-File 
—and how it can save for me. 
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The Payroll Departinent had a prob 
lem, Carr was told, not unlike that of 
many another company. This depart- 
ment is responsible for paying all em- 
ployees in the Amoco Building (585) 
and the northern sales region. Seamen 
from the Amoco fleet also come to the 
Payroll Department for their checks 
when they dock in New York. 

Employees are constantly dropping 
into Payroll to ask questions about 
their payroll deductions, taxes, savings 
plans, or other individual financial con 
cerns. From an employee relations 
point of view, it is important to give 
these people every consideration. But 
a twofold problem occurs. First, then 
wandering-in-and-out of the depart- 
ment is distracting to those working 
there. Second, much of the depart 
ment’s work is of a private nature, and 
there has to be some way to discourage 
visitors from looking over the clerk’s 


shoulder. 
Designing the Payroll Department 


The design of the Payroll Depart- 
ment (shown on p. 35) has provided an 
intelligent solution. This department 


occupies a corner of the seventh floor. 


plan- 





ning 


es Sussiess, all-steel, 
semi-circular building has solved the 
warehousing problems of the Herold 
Products Company, Chicago. Attached 
to the single-story plant of the com- 
pany, the 60’ x 100’ building is ideal 
for their storage needs because it con- 
tains no obtrusive internal supports or 
interfering posts. Approximately 150 
different sizes and types of irregularly 
shaped merchandise are easily stored. 
Management has found this type of 
structure so useful that an additional 
trussless building is being planned. 
This new structure will have loading 
areas for three highway trailers or 
trucks, an all-weather dock, and will 
be equipped with permanent pallet 
racks to aid in the handling of mer- 


chandised materials. 





Entrv is from the public hall. But, in- 
stead of walking directly into the de- 
partment, visitors enter a glass-walled, 


comfortably furnished waiting room. 
The door from this room to the depart- 
ment is electrically controlled by the 
assistant department manager, whose 
desk, also screened by a glass partition, 
is directly outside of the manager's 
private office. Only those with permis- 
sion to enter the department are ad 
mitted to the Payroll Department 
proper. ‘The business of other em 
ployees is handled in the privacy of the 
sound-proofed waiting room. 

Daniel K. Austin, manager of the 
Payroll Department, says that through 
the years his department has learned to 
tell what a visitor’s job is long before 
he has asked his first question. he sea 
men, for example, are easy to identify 
the minute they come in. Even without 
prior recognition, it is easy to flag the 
proper person in the department 
needed to handle the visitor's ques- 
tions. Most important, the department 
itself is freed from distracting trafhe 
and conversation. 

The plan illustrated is easily adapt- 
able by any firm with similar Payroll 
Department traffic problems. m/m 


Prefabricated trussless building 


Ret: provides economical, clear-floor space 


= 


The warehouse is completely free from sup- 
ports, pillars, beams, or posts. This gives the 
best utilization of existing floor space. The steel 
structure adjoins the regular plant. 


methods 
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ABOVE: 40° x 60° trussless building used for 
office and factory at Super Alloy Forge, Inc., 
Hamburg, Michigan. BELOW: 50° x 100’ recrea- 
tional building at Belk Department Stores, N. C. 





The trussless structure is made en- 


tirely of individual two-feet wide, 
slightly arched sheets of 18 gauge steel. 
hese are joined together to form a 
single arch, and the building is made 
up of a number of these independent 
The length of 


the building is virtually limitless be- 


arches joined together. 


cause it can be extended at will by 
merely bolting additional two-feet wide 
sections to the existing structure. 

Not only can the structure be used 
for storage but it can be transformed 
into office or factory space. As an office, 
it provides an unbroken open area. 
This space can be tailored to fit spe- 
cific requirements by the use of par- 
titions to separate work stations and 
work centers. Virtually all the interior 
space is usable. For example, in a 
30’ wide structure, at a point one and 
one-half feet from the wall, there is a 
height of six feet from the floor to ceil- 
ing. If a brick or concrete side wall is 
used, this height can be increased. 

Construction simplicity and economy 
are notable features of the building. 
It can be put up in a matter of hours 
after the simple concrete foundation 
slab has been laid. No special tools 
are required. All joining is accom- 
plished by the use of uniform size nuts 
and bolts. For example, a 40’ x 70’ x 18’ 
building can be assembled by three 
men in only two days. 

The cost of the building is approxi 
mately $1.10 per square foot of floor 


area. According to the manufacturer, 
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BINDERS 
FOR MANAGEMENT METHODS 
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If you would like to retain your 8 
copies of Management METHODS, : 
here’s a specially designed binder 18 
that will hold 12 issues without ; 
crowding. Looseleaf, it requires 1% 
no post-hele punching. Pages + 
open flat with no part of the gut- & 
ter of a page hidden from view. 4 
Issues can be inserted in a sec- 
ond, ‘The rich, maroon, leather- 
like cover is hard so that volumes 
may be stored “on end” in your 
bookcase. Each binder is em- 
bossed with the title “Manage- 
ment METHODS.” 


' 
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1 
Single binder price ; 
is $3.95. Or, tf you 44 
have back issues on 1% 
hand, save a dollar { 
by ordering two for 1 
only $6.95. ; 
Check or money order : 
® 
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must accompany your 
order to: 
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STATIONERS, INC. 
141 East 44th St., New York 17, N.Y. 
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POSTURE 
CHAIRS 


Manufactured in Sturgis, Mich. and Charleston, S. C. 
The Sturgis Posture Chair Company, Sturgis, Michigan 


THE STURGIS POSTURE CHAIR COMPANY 
General Sales Office, 154 E. Erie St., Chicago 11, III. 


We'd like a copy of your illustrated folder 
on chairs with fiber glass bases 


Name 

Firm Name 
State 

City 


Address 


(Circle 889 for more information) 


the cost of construction, up to and in- 
cluding a 60’ wide building, using 
union labor, is around 30 cents per 
square foot of floor space. 

All utilities, such as plumbing, elec- 
tricity, and all standard building neces- 
sities, can be easily installed in _pre- 
drilled, well spaced holes. All standard 
internal building materials, such as 
wall coverings and insulation are also 
installed without difficulty, as well as 
windows and ventilating systems. 

For more information, circle number 
986 on the Reader Service Card. 


Air conditioning 
an old building 
within a budget 


Limited funds almost prevented the 
City of Wichita from air conditioning 
its 60-year-old city hall. Because of the 
antiquated heavy stone construction of 
the building, with its solidly built in- 
terior walls, a central unit would have 
cost about $137,000. The city commis 
sioners had allotted only $70,000 for 
the installation. 

Hysom & Associates, consulting en- 
gineers, were able to devise a combina- 
tion of window units with one central 
unit, This system met both the bud- 
getary and conditioning requirements 
of the building. The fourth floor was 
fitted with a central unit supplied by 
ducts running through the attic. The 
first three floors were fitted with 39 in- 
dividual room units which ranged from 
l% h.p. to 1% h.p. 

The installation was completed in 
June, 1954. During the first summer of 


(continued page 40) 








New 
MARATHON 
BLACK 


HECTO MASTERS 
are 


clean 





The unpleasant stain and smear 
that once was the trademark of 
hectograph spirit duplicating is 
rapidly becoming a thing of the 
past—thanks to Columbia re- 
search and development. New, 
Black Marathon Ready-Master 
Units are clean—clean because 
Columbia’s exclusive ink does 
not “‘blossom”’ on contact with 
the skin—clean because protec- 
tive Supercoating covers carbon 
surface and all edges. Yes, the 
results you can obtain from Mara- 
thon Black Ready-Master Units 
will prove how much Columbia 
engineering has advanced the 
quality of hectograph duplicating. 


Use the coupon below attached 
to your business letterhead to ob- 
tain your copy of the Free book- 
let, “Quality Duplicating 
With Hectograph’’; 





RIBBONS « CARBONS 
DUPLICATING SUPPLIES 








COLUMBIA RIBBON AND 

CARBON Mee. Co., INC. 

497B Herb Hill Road, Glen Cove, N. Y. 
Send booklet, 
“Quality Duplicating With Hectograph’’ » 


Name 











Company 


Address 





City Zone. State. 











(Circle 860 for more information) 
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ATTENTION 





all users of OFFSET printing equipment! 


Would you like to make 
paper plates from existing ma- 
terial by a photographic proc- 
ess that costs only one half 
(4%) of your present method? 


Would you also like to make 
these plates in one quarter (% ) 
the time now used? 


Would it interest you to 
know that a single unit of 
equipment is available to do 
this for $325.00? 





PHOTOSTAT is the trade-mark 
of PHOTOSTAT CORPORATION 





Would it further interest you 

to know that this single piece 

2 of equipment will make three é 

- Or more copies of anything ? 
typed, written, printed or 
drawn up to 8%” x 14” on 
Ordinary (uncoated) paper as 


*) —_ wellasmaking OFFSET plates? 


Here’s the answer . . . made 
and guaranteed by PHOTO- 
2 STAT CORPORATION .. . the 
- greatest name in the photo- 


graphic reproduction industry. 


PHOTOSTAT 


Reg. U. S. Pat. Off. 


Instant 
Copier 


for use in every 
office... anywhere! 


Our representative will gladly 
demonstrate and make plates 
in your Office. 


Telephone, wire or write to 


PHOTOSTAT CORPORATION 


301 STATE STREET, ROCHESTER, NEW YORK 
Service offices in all principal cities 
and in Toronto, Canada 


(Circle 879 for more information) 
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THE MAN 
William Zecke ndorf 
President 
THE COMPANY 
Webb & Knapp, Inc. 


THE DESIGNER 
if M. Pei 
Architectural Division 
Webb and Knapp, Inc. 


MANY BUSINESSMEN—and office de- 
signers—pay lip service to the idea 
of reflecting their “personalities” in 
the design of their offices. Few, 
however, are sufficiently lacking in 
inhibition to carry out the idea. 

This is not so with Mr. Zecken- 
dorf. His personal description of 
his company is “a creative company 
dealing not merely in real estate 
properties but in properties com- 
bined with ideas.” He says, ‘The 
reflection of this business philos- 
ophy in our physical surrounding 
is a real asset to the firm, not only 
as it contributes to the lives of those 
who work here, but also as it affects 
our visitors—investors and brokers. 
The office lends credence to our 
ideas.” 

The offices are in a_ two-story 


where the 


TRE OrFIiCEéS 








penthouse above Madison Avenue 
in New York. The President's per- 
sonal office is circular, with wood- 
paneled walls designed to insure 
proper acoustics. The circular wall 
deflects sound to the carpet and 
ceiling, and further absorbs it by 
acoustical panels in the wall itself. 
Mr. Zeckendort’s desk contains tele- 
phones, intercom, and signal but 
tons for secretaries. Vents in the 
ceiling are cylindrical skylights, 
each mounted by a_ transparent 
plexiglass dome set on the roof. 
Mr. Zeckendort’s office is on the 
lower floor. The circular white 
tube in the middle of the building 
is an elevator shaft leading to the 
lounge above. This area, contain- 
ing both kitchen and bathroom, is 
used for luncheon meetings and fon 
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SUCCESSFUL MEN 


entertainment. A curtain can be 
drawn for privacy. 

Heavy use of glass throughout 
the executive suite, and in the clere- 
story windows of the private office, 
provide an illusion of space in a 
relatively small area. m/m 
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The only publication Raw@uees 


of its kind 


; 
if 
i 
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the integrated office 


a handbook for management on 


office remodeling, relocating, building 





If YOu have been thinking about remodeling, moving, enlarging your offices, here’s a practical, 
down-to-earth guide that will save you hours of trial and error planning. The 1954 issue is crammed 


full of solutions to management’s most pressing problems: 


How to select new quarters How much does it cost to redecorate 
How much does it cost to move How to handle sale and lease-back of property 
How to modernize on a long-term plan How to expand an existing building 


Each of these questions—and this is only a partial table of contents—is written by a recognized expert 
in terms of his experience with well-known firms. Dozens of photographs and plans guide your selec- 


tion to the proper solution to your needs. To order, use the postage-paid order card bound into this issue. 


We'll bill you later. only $2. 00 


A FEW COPIES OF THE 1953 IssUE STILL AVAILABLE 


The 1953 edition of THE INTEGRATED OFFICE covered completely differ- 


| | integrated ent subject matter. Its general theme was a detailed breakdown of the 


6 offi : 
ree factors involved in office layout and planning. Together, the two issues 


provide a complete "package" for the business concerned with office 
layout, building, furnishing, and renovation. While they last, 1953 copies 
are available at $2.00. Use the special order card bound in this issue of 
MANAGEMENT METHODS. 
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operation, which included the hottest 
July ever recorded in that city, officials 
claimed that equipment and personnel 
efficiency were maintained at high 
levels. The individual window units 
proved so satisfactory that it was pos 
sible to leave doors open leading from 
air-conditioned rooms to non-air-condi 
tioned halls, without any noticeable 
effect on temperature. 


“Quiet room" for 
supervisory and 
control personnel 





Unnerving noises prevalent in fac- 
tories, power plants, etc. can hamper 
the production efficiency of supervis- 
ory and control personnel. Prefabri- 
cated soundproof “rooms” offer high 
noise reduction in all frequency bands. 

The new, scientifically constructed 
“quiet room” features acoustic panels 











and soundproof doors and windows. 
Ventilation silencers are also provided, 
as required. Both the interior and ex- 
terior surfaces are faced with durable, 
non-combustible metal surfaces. 

The prefabricated rooms are avail- 
able in many sizes, and dimensions can 
be changed in all directions by adding 
panels. Rooms are easy to erect and can 
be conveniently dismantled and moved. 

For more information, circle number 
991 on the Reader Service Card. 


Carport features 
convenient all- 
weather shelter 


A new, economical car shelter trans- 
forms what may be an eyesore, into a 
good looking, protected parking area. 
The aluminum carports are prefabri- 
cated for easy installation. They pro- 
tect car finishes from the damaging ef- 
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fects of summer sun, keeping car inte- 


riors comfortably cool, and shelters 
them from rain and snow. 

The carport features a canopy com- 
posed of fixed W-shaped louvers, cre- 
ating a series of protected openings for 
ventilation. The louvers allow the pas- 
sage of air and a soft, diffused light 
while excluding rain and snow. 

The rust- and corrosion-resistant fin- 
ish to the aluminum eliminates paint 
ing and other maintenance require 
ments. The shelters are assembled in 
free-standing or attached construction. 

For more information, circle numbe) 
990 on the Reader Service Card. 


Production line 
desk layout 
saves space 


To gain floor space in an_ over- 
crowded department, and yet give each 
employee a large desk working area, 
the State Mutual Life Assurance Com- 
pany, Worcester, Massachusetts, ar- 
ranged modular units in a production 
line layout. There was an actual 25% 
gain in floor space, and each employee 
had one-third more desk-top working 
areas plus greatly increased comfort. 

One of the features of the installa- 
tion was the effective use of 48-inch 
high partitions with — easy-to-reach 
bookshelves. These made it possible for 
workers to have the constantly-referred- 





to rate books always conveniently at 
hand, yet off the desk top. 

For more information, circle numbe) 
981 on the Reader Service Card. 





Hospital boasts 
record-setting 
architecture 


The cavity wall process of construc- 
tion has been used to a world record 
height of 19 stories, in the construction 
of a new hospital in New York. This 
wall is composed of two vertical planes 
of masonry, called wythes, separated 
by a two-inch air space. The cavity 
wall is noted for greater durability and 
insulation powers than the conven- 
tional wall, and particularly for a high 
resistance to moisture. 

Built on steel piles sunk down to 
resistance with poured concrete foun- 
dation, the new Veterans Administra- 
tion hospital is constructed of 12-inch 
modular glazed grey brick on a dark 
red brick base recessed two inches at 
the foundation. ‘T-design in shape, 
the building has a central core of light 
red brick for color contrast. 

The four-to-six-inch inner wythe is 
the load-bearing portion of the wall. 
Constructed of center concrete units, 
it rests directly on the lightweight con- 
crete floor. The outer wythe of brick 
is four inches thick, supported by 
angles attached to spandrel beams, 
11’ 8” apart vertically. 

The two wythes are tied together by 
bronze Z-anchors staggered 16” apart 
vertically and 24” horizontally. ‘The 
anchors are crimped to prevent any 
transmission of moisture between the 
wythes. Water in the cavity between 
the wythes is drained by staggered 
weepholes in the outer wythe just 
above shelf angles and grade-level sup- 
ports. There is a continuous flashing 
in the cavity at grade level to drain 
the water to weepholes and avoid seep- 
age into the building or foundations. 
Careful inspection of portions of the 
wall when they had been up for more 
than a year revealed no evidence of 
water penetration to the interior wall. 

The hospital is one of the VA’s 
largest. The T-shape plan was de- 
signed by Lapierre, Litchfield & Part- 
ners to give maximum light and air, 
and the greatest efficiency in bringing 
remote points close to central core. 
The two major wings of the building 
are, respectively, 265 feet and 423 feet 
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This cross section illustrates the principle of cavity 
wall construction. The outer wythe (on the left) 
of 3'/," thickness is separsted by a 2" space 
from the inner wythe (on the right). 

long. A separate building containing 
nurses and attendants’ quarters, apart- 
ments for the administrative staff, and 
garages is located on the site back-to- 
The hospital 
overlooks the East River in one direc- 


back with the hospital. 


tion and the midtown New York sky- 
line in the other. 


Automatic "voice" 
reminds passengers 
to operate elevator 


To bring the power of speech to the 
electronic brains in charge of operator- 
less elevators, a “voice” to communicate 
recorded messages to passengers has 
been developed. This voice is intended 
to bring information and assurance to 
passengers who are not familiar with 
the elevator system or the building. 

Messages stored on a magnetic tape 
in a remote location are reproduced by 
loudspeakers concealed within the walls 
of the elevator car. As passengers enter, 
the recorded voice announces “This 
car up” or “This car down.” Later if 
the first passenger to enter has neglected 
to select his floor by pressing a floor 
button, the voice admonishes him to 
“Press your floor button, please.” 

Should a passenger attempt to delay 
the car by restraining the doors, the 
recorded voice again intervenes to 
speed service by courteously requesting, 
“Release the door, please.’ The voice 
is so completely in touch with trafhic 
conditions that it may request, “Step to 
the back of the car, please,” if pas- 
sengers are crowding near the doors. 

The system is fully automatic and, 
without supervision, is capable of re- 
producing any message called for. 

For more information, circle number 
985 on the Reader Service Card. 
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Free planning kit aids in 
layout of tabulating department 

A planning kit for use in developing 
an efficient floor plan layout for punched 
card machines and accessories is available 
at no charge. Scaled templates and lay- 
out paper supplied in the kit simplify the 
careful analysis and planning needed to 
achieve optimum use in minimum space. 

The kit contains 120 colored templates 
of machines and tabulating accessories 
cut to 14” scale. They clearly denote the 
units they represent and are color-coded 
for easily visible identification of arrange- 
ments. The templates have pressure-sen- 
sitive adhesive backing, and can be moved 
from one location to another on the floor 
plan layout paper, which is ruled in 14” 
squares. Detailed instructions on planning 
the layout are included in the kit. 

For a free planning kit, write to Tab 
Products Company, 57 Post Street, San 
Francisco, Calif.; or circle number 983 


on the Reader Service Card. 
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New remote controls 
for dictating machine 

\ remote power control dictating ma 
chine puts an executive’s dictation on his 
secretary's desk automatically. The device 
consists of a power control hand micro 
phone desk set connected to a dictating 
machine which is located on the secre- 
tary’s desk. 

The executive has full command of the 
dictating machine through controls lo- 
cated on the microphone. The dictator 


lock 


controls start and stop of recording 


~? 
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AND PRODUCTS IN THE EDITOR'S MAIL 


for continuous recording or listening, 
quick-review playback, correction, and end- 
of-letter markings. 

For more information, write the Dicta- 
phone Corporation, 420 Lexington Ave- 
nue, New York 17, N. Y 
993 on the Reader Service Card. 
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Mail bag holder helpful 
in sorting and mail handling 


.: or circle number 


A double mail bag holder proves help- 
ful for use in sorting and handling of 





mail. It is of strong tubular steel con- 


struction with adjustable bag hooks. The 
holder can be compactly folded for stor- 
age and is equipped with a silent roll and 
full swivel casters for easy portability. 

For more information, write to the W. 
A. Charnstrom Company, 305 South 5th 
Street, Minneapolis, Minn.; or circle num 
ber 999 on the Reader Service Card. 
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‘Super bar” contains complete 
facilities for office hosting 

\ new “super bar” will help entertain 
in the office. The unit manufactures ice 
cubes; provides dry cold storage for bey 


erages; dehumidifies room air; and _ stores 





LOCAL SCHOOL CONFERENCES 
PLANNED COAST-T0-COAST 


Hundreds of communities call for discussion 
of today’s crisis in education. 





Everywhere, U.S.A. — Citizens throughout America are acting now 
to face today’s and tomorrow’s local school problems and needs. 


America’s children right now are caught in the middle of the most 
serious educational crisis in our history. With the tremendous 
growth in enrollment of the past ten years expected to continue for 
the next decade, the public school systems throughout the country 
are faced with a variety of mounting problems. 


These problems are the main topic of the state educational confer- 
ences requested by the President, as well as of The White House 
Conference on Education to be held in Washington, November 28 
to December 1, 1955. 


If you are interested in further information about how to organize 
a local conference on the same big subject, write for the free booklet, 
“How Can We Discuss School Problems?”, BETTER SCHOOLS, 
2 West 45th Street, New York 36, N. Y. 





This advertisement is donated by this publication in cooperation with the 
Advertising Council and the Magazine Publishers of America. 






If your back gets tired and achy by 
mid-afternoon, the trouble may be 
“office backache.” All the pills in 
the world can’t rid you of this 
postural ailment. But there is a 
way! Mail coupon for free copy of 


‘Fatigue Backache.” 


DOMORE CHAIR COMPANY, INC. 
Dept. 705, Elkhart, Indiana 

Please send me free copy of 

“Fatigue Backache.” 


| 

| 

| 

| 

| 

NAME 
| 

| 
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STREET 


today! 


CITY, STATE | 


(Circle 902 for more information) 
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liquor in a large compartment that can be 
locked with a key. 

The cube freezer makes 108 ice cubes 
every two hours. ‘The stainless steel stor 
age compartment cools as many as four 
cases of beverage at desired temperature; 
cooler doors slide open and are stored 
under bar top when refilling. One and a 
half cases of fifth-size bottles can be stored 
in the liquor storage drawer. 

The “super bar” is finished in copper 
tone baked-on hammerloid enamel finish 
with stainless steel and chrome trim. In- 
stallation at point of use is accomplished 
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“Found! The vital link that perfects property control. 
One type of tag, one method of mounting, uniform 
“out-front” placement and legible numbers . . . out- 
standing attributes of this innovation in the “tag- 
ging” of furniture, fixtures and equipment.” 


SOLVENT - ACTIVATED 
ADHESIVE BACKING 


5. a NUMBERED —~, 
® 






by plugging it into a 110-120 volt outlet. 

For more information, write to the 
1merican Gas Machine Company, Division 
of Queen Stove Works, Inc., Albert Lea, 
Minnesota; or circle number 996 on the 


Reader Service Card. 
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Air freshener neutralizes 
all unwanted odors 
A new fan-operated air freshener neu 


tralizes unwanted odors in areas up to 








freshener re 


7,500 cubic feet. The ain 
places objectionable odors with fragrances 
of spice, pine, floral bouquets, or cedar. 


The unit is about the size of a miniature 
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“OUT- FRONT” 
Property Tags 


that 


backing and press 
your fingertips. 


METAL 


tek | 


AY 
for FREE booklet, “HOW TO 
PERFECT PROPERTY CON- 
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NO SCREWS, RIVETS OR TOOLS 


“SERIALLY NUMBERED AUTO- 
GRAPHS” are produced from lustrous 
.016” Satin Aluminum. They’re much 
more durable than foil or paper labels 
. « « More impressive and easier to 
mount than _ conventional ‘tags.’ 
Mount them in_ seconds on _ both 
smooth and crackle finish surfaces. 
Simply brush =< the adhesive 
nto 


the card. 


place with 
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If you want 


more information 


on any product or service described in 
MANAGEMENT METHODS, 
the key number on the postage paid 
Reader Service Card bound into this issue 
and fill in your name, address, etc. If an 
item has no key number, merely state the 
subject matter in the space provided on 


Vivv¥vvvy¥ 


‘Ne. 


ree you bey” samples.” MASON CITY, IOWA, U.S. A. 


(Circle 901 for more information) 


radio, and operates on any A.C. outlet. 

For more information, write to The 
Williams Chemical Company, 487 Broad 
way, New York, N. Y.; or circle number 
998 on the Reader Service Card. 
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Punched voucher checks save 
time in check reconciliation 
Pre-punched voucher checks printed on 
tabulating cards permit firms to take ad 
vantage. of the free account reconciliation 
service offered by many banks. The bank 
returns the checks in numerical order with 
a tabulated list showing cleared checks and 
outstanding checks. 
The new checks also make it possible 
tabulating 


to do the job on internal 


equipment. Actually part of one-time car 
bon voucher sets, they are designed to cut 
down check reconcilement expense. 

For more information, write to Ame) 
ican Lithofold Corporation, 500 Bittne) 
Street, St. Louts. Mo.: or circle numbeo 


995 on the Reader Service Card. 
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AMAZING NEW MACHINE 


produces complete booklets 
in 1 operation! 





MODERN, EFFICIENT WAY to produce your own Cata- 
logs, Sales Manuals, Price Lists and other booklets up to 
32 pages. Handles sheets 6 by 7 up to 11 by 14* .. . 12-lb. 
to 100-Ib. stock. Completely automatic operation requires 
operator for fastest, most economical booklet 
production you’ve ever seen! 

* Also avatlable in 11” x 17” size 


only one 


Available on our special ‘‘Unitized”’ 
Purchase Plan 
VERTICAL COLLATOR now, pur- CORPORATION 
chase the stitcher and folder later 
to fit your needs 

plete details today! 


Western Offices and Plant: 500 S. Clinton St., CHICAGO, ILL. 
Eastern Offices: 22 E. 29th St., NEW YORK, N. Y. 
West Coast Offices: 1826 S$. Hope St., LOS ANGELES, CALIF. 


Pre-pasted wall tiles 
are easy to apply 

Pre-pasted, 8” x 8”, vinyl wall tiles are 
easy to apply. The adhesive back is acti- 
vated simply by wetting with water. The 





tiles help lower maintenance cost since 


they can be readily cleaned with soap and 
water, and are resistant to stains, scratches, 
scuffmarks, and abrasion. They are also 
fire-retardant. The wall coverings are 
available in a deep-textured bamboo pat- 
tern, and come in nine decorator colors. 

For more information, write to Bolta 
Products, Division of the General Tire & 
Rubber 


setts; or circle number 992 on the Reader 


Company, Lawrence, Massachu- 


Service Card. 


VERTICAL 
J M BOOKLETEER 


Collates .. . Jogs 
oe 
Folds Up to 4000 
Finished Booklets 
an Hour! 


J. CURRY MENDES 


you can buy the 


- write for com- One Curry Lane, Canton, Mass. 
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Don’t Make Copy Cate“ Out of Valuable 
Personnel... Use Low-Cost COPYFLEX! 


A tremendous amount of daily paperwork in your company calls for the 
transfer of the same basic information from one departmental form to 
another. sjone manually by “copy cats,” this transcription is costly, 
slow, often inaccurate. 

With new Copyflex Model 100, basic information is written only once 
—departmental copies are mechanically reproduced from the one original 
action paper. Copyflex one-writing systems can be tailored to any system- 
atized paper work to speed and simplify pure hasing, production, shipping, 
invoicing, accounting, and a host of other operations. They can save you 
thousands of dollars, give you tighter control of operations. 

Copyflex machines are quiet, clean, odorless. They require only an 
electrical connection, can be operated by anyone. Mail coupon for more 
information on how Copyflex can help you. 








Find how Copytiex can simplify and speed 


Desk top Model 100 Copyflex copies 
the following paperwork: 


originals 11 inches wide by any length. 
Makes up to 300 copies of ~easeegae $498>° 


Invoices letter-sized originals per hour. 


Tax Returns 
Sales Analyses 
Inventory Records 


Production Orders 
Shipping Notices 
Accounting Reports 
Payroll Records 


Company 
Copies anything typed, written, printed, or 
drawn on ordinary translucent paper—in seconds 
| City 


Street | 
Specialists in Copying Since 1897 |. mene een a 


CHARLES BRUNING COMPANY, INCORPORATED © 4700 MONTROSE AVENUE © CHICAGO 41, ILLINOIS 


(Circle 855 for more information) 
* 


, 43 


Purchase Requisitions 
Receiving Reports 
Bills of Material 
Operating Sheets 














4700 Montrose Ave., Chicago 41, Illinois 
Please send me information on Copyflex process 
and new Model 100 machine. 














r By 
\ Charles Bruning Company, Inc. Dept. 72F | 
| | 
| 
| 
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“National Machines in our Cleveland Head- 


quarters and our other plants pay back, 
annually, 96¢ on every dollar of their 
purchase price, saving $36,000 yearly. 
“Ours is a complex, ever-expanding line, 
sO we chose an accounting system with 
great care. Nationals enable us to handle 
increased volume of work with the same 
staff, eliminating costly overtime; yet we 
keep our management and our sales force 


constantly informed with up-to-date sales 


analyses and other important information. 


ONT wearer DIVISION ( 


Affiliated Gas Equipment, Inc. 
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CWational Accounting Machines save us $36,000 a year... 
return 96¢ annually on every $1.00 invested.”’ 


—BRYANT HEATER DIVISION 


“Makers of World's First Automatic Gas Heating Equipment” 


“We are so pleased with this efficiency— 
and the simplicity of operation that makes 
operator training easy—that we are equip- 
ping all our offices with Nationals.” 





Vice President and General Manager 


BRYANT HEATER DIVISION — pioneer in auto- 
matic home heating equipment, is also the creator 
of the new “Command-Aire” Twins for practical 
year-round air conditioning. 


THE NATIONAL CASH REGISTER COMPANY, pvayron 9, on10 


949 OFFICES IN 94 COUNTRIES 


(Circle 874 for more information) 


In your business, too, National 
machines will pay for themselves 
with the money they save, then 
continue savings as annual profit. 
Your nearby National man will 
gladly show how much you can 
save—and why your operators 
will be happier. 
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*TRADE MARK REG. U.S. PAT. OFF. 
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ACCOUNTING MACHINES 
ADDING MACHINES . CASH REGISTERS 
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Pablished by 
MANAGEMENT MAGAZINES, INC. 
141 E. 44th St, New York 17, N. Y. 
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